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l. Introduction:

The purpose of this BOSS desk reference isto provide new BOSS personnd with
information and ideas on how to plan, develop and run a successful BOSS program. Veterans
of the BOSS program may find it useful for new ideas and generd reference as well asfor
educating members of their ingdlation community. MWR advisors and senior NCOs and
command may find it hepful in giving guidance and support to their soldiers as they develop the
BOSS program. In other words, this reference is meant to be useful to everyone involvedin
BOSS.

Remember: thisisNOT abook of rules and regulations. Thisis asupplement to DA
Circular 608-97-1,and AR 215-1 Paragraph 8-20c designed to fill in the gaps and flesh out
concepts for running a successful BOSS program. These are only suggestions and ideas pulled
from the experiences and knowledge of soldiersy MWR advisors and command involved in both
successful and struggling BOSS programs.  This desk reference gives no authority or mandate
for the information presented within, but only the hope that it will be useful if theinformation is
applied correctly to the gppropriate Stuation.

We have done our best to include examples and case studies, kegping in mind that each
MACOM, ingdlation, unit and individud soldier has a different misson and therefore each
BOSS program will be different. Just asthe Army and BOSS span the globe, we hope that this
desk reference will do the same and help everyone involved in BOSS in one way or another.

If you have any suggestions to improve or update the reference, please contact the
Army BOSS office a 703-681-7214, DSN 761-7214.

The Cast

Ft. Hooah: alarge CONUS ingdlation

MG Horace Balley: inddlation CG

CSM Loretta Smith: ingalation CSM

LTC Fred Pike: DPCA

Tanner McGee: BOSS MWR Advisor

SGT Lawrence J. Trolled: BOSS President

PFC Wadter Chang: BOSS Vice Presdent

SPC Melissa Bettner: BOSS Secretary (3/14th ADA)
PFC Jose Mendez: BOSS Treasurer

SPC Bill Pardey: BOSS Brigade Representative (3rd Infantry Brigade)
SGT Robert Lucci: Chair, Community Events Committee
CPL Tiffany Brook: Chair, Single Soldier Day Committee
Kenneth Rees: AAFES Manager

Diana Chandler: Y outh Services Director

Event: Single Soldier Day (picnic, sporting events, live loca bands)



Timeframe: 9 August 1999 (Friday)
Begin planning in late February, early March

Wil being issues: brought up by SPC Pardey
issue: parking spaces for soldiersliving on post
lighting for parking

Community Service: co-sponsor Easter Egg Hunt with Y outh Services
work with Bannock Street Center on Big Brothers/Big Sigters

Committees:
Braingorming
Panning
Publicity
Finance
Community Events
Single Soldier Day (temporary)



. PROGRAM OVERVIEW

a What is BOSS?

Better Opportunities for Single Soldiers (BOSS) is a program that supports the overdl
quaity of sngle soldier’ slives. BOSS identifieswell being issues and concerns by
recommending improvements through the chain of command. BOSS encourages and asssts
sngle soldiersin identifying and planning for recregtiond and leisure activities. Additiondly, it
gives sSngle soldiers the opportunity to participate in and contribute to their respective
communities.

b. History of the program.

The BOSS program originated in 1989 to respond to the recrestiona needs of single
soldiers aged 18-25 who make up 35% of the Army. As the program was implemented
throughout the Army, it became evident that qudity of life was the primary concern to sngle
soldiers. 1n 1991, the Chief of Staff of the Army officialy expanded BOSS to include dl
aspects of soldiers lives. Some BOSS members then began to express an interest in
participating in community service project, which was added as a component of the program.
These components, recregtion and leisure, well being and community service are the core
components of the BOSS program.

c. Core Components.

1. Wl being for sngle soldiers dedls primarily with those things thet the single
soldiers can directly or indirectly influence to enhance their morae, living environment, or
persond growth/development. Wl being issuesidentified or raised during the BOSS mesetings
will be directed to the gppropriate command or staff agency for resolution on the ingtdlation. If
an issue cannot be resolved, it will be coordinated with the Army Family Action Plan (AFAP)
office for format, content and authentication. Once authenticated, the issue will be forwarded to
the MACOM BOSS program managers for coordination with the MACOM AFAP or
appropriate command or saff agency.

2. Recregtion and leisure activities. Activities may be planned solely by the
BOSS Council or in conjunction with other MWR activities. Soldiers will assume the primary
rolein planning BOSS events. Events should be planned that meet the needs and desires of the
single soldier. BOSS representatives should solicit ideas from their unit single soldiers and share
those ideas at council meetings. Eventswill be coordinated with the MWR advisor.

3. Community Service. BOSS councils may eect to participate in community
programs or projects, which make a difference in the lives of others, the community, and
ultimately, themsdves. This service will be voluntary in nature and in accordance with the
ingalation volunteer program. The program can be implemented in support of existing or
established volunteer programs, or programs developed by the BOSS council.



[1. ARMY SINGLE SOLDIER DEMOGRAPHICS
Graphic chart showing the population of the single soldiers broken down to the
MACOM levd.

Single Soldiers by MACOM
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The counts are based on the MACOM who owns the installation, not the MACOM of assignment of the soldier (i.e., FORSCOM soldiers on TRADOC
posts are counted in TRADOC). Counts are based on catchment areas, or zip codes surrounding installations. The underlying data source is the
Defense Enrollment Eligibility Reporting System (DEERS). The Defense Manpower Data Center provides the raw data.

V. Respongibilities:  These responsibilities are AW the duties outlined in the BOSS
circular. The senior NCO advisor, the MWR advisor and the soldier representative
make up atriangle where al three eements must work together for the BOSS program
to flourish.



Diagram IV .1:

Primary BOSS Players

a Senior NCO Advisor. The senior NCO advisor can have dramatic impact on the
BOSS program through his or her actions, epecidly regarding the ingtdlation command
structure. Because BOSS is a soldier-oriented program, the senior NCO advisor plays amaor
role in the success or failure of the BOSS program.

1. Guidance. Oneresponsibility of the senior NCO advisor isto provide the
BOSS committee with guidance in the operation of the BOSS program. BOSS committees are
usualy made up of lower enlisted soldiers and a senior NCO advisor can often apply
experience, knowledge, ideas and authority the committee may not have to problems or issues
that arise. Thisisespecidly true of problems or issues that ded with the military, as opposed to
the MWR, sde of the house.

Example: The Ft. Hooah BOSS senior NCO advisor is CSM Loretta Smith,
the post Command Sergeant Mgor. The BOSS committee wants to have a Single Soldier Day
with sporting events, a picnic and alive concert with local bands. They also want to provide
beer, but are looking for other ways to attract soldiersto the event. CSM Smith, having seen
smilar eventsin the past, suggests that the committee, @) coordinate with the post COD for beer
sdesto provide control for acohol consumption, b) look into sponsorship for door prizes to be
given away during the picnic and, ¢) confirm both MP and medical support for the event.

2. Liaison. The senior NCO advisor can dso act as aliaison between the
BOSS committee and higher command. The senior NCO advisor may have more access to
and greater authority with important eements of the ingtalation command structure, thereby
getting greater support for the BOSS programs.

Example CSM Smithistold in her routine BOSS briefing thet attendance at
BOSS meetingsis down and that it is affecting the program. CSM Smith presents the issue at
the next CSM meeting and suggests that each CSM look into and correct the problem by
making sure each BOSS representative has an aternate and that the appropriate representatives
are attending the gppropriate meetings without violating their mission-essentia duties.



3. Vigble Support. Oneway in which the senior NCO advisor can provide
support for the BOSS program isto attend BOSS meetings and functions, thereby visibly
showing support for the soldiers and the program. Though senior NCO advisors have many
other responsihilities than BOSS, each time they are present at ameeting or function, the senior
NCO shows the soldiers that they care and support the soldiers efforts aswell as setting an
examplefor the rest of the command Structure. Something as Smple as presenting a coin to an
outstanding BOSS representative also shows support and concern.

Example Though CSM Smith is unable to attend every BOSS meeting and
function; she has regular briefings scheduled with the BOSS presdent. In addition, CSM Smith
gives the opening remarks at the Ft. Hooah annua BOSS workshop, sitsin the BOSS dunking
booth during the annua Ft. Hooah summer fair, and holds a quarterly open forum Q&A during
one of the routine BOSS meetings. CSM Smith aso makes a point to present coinsto
deserving BOSS representatives at these quarterly open forums or on the spot during a BOSS
function.

b. MWR Advisor. The MWR advisor isthe second corner of the triangle and, as well,
can make or break the program. The MWR advisor represents the MWR side of the house
and aso provides the continuity necessary to keep the BOSS program running though soldier
representatives and senior NCO advisors come and go.

1. Guidance. The BOSS MWR advisor gives the BOSS committee guidance
on anumber of issues and topics due to the MWR advisor’ s expertise and training in these
aress. These areasinclude, but are not limited to, finances, purchasing materids, event planning,
coordinating resources, marketing, and administrative functions,

NOTE: Itis sometimes necessary or just easier for the MWR advisor to just
take over certain functions and responghbilities, but it is a disservice to both the soldiers and the
advisor not to have the soldiers involved in the process. BOSS is designed to be the soldiers
program and the MWR advisor is there to support and not to run the program.

2. Finances, epecidly for soldiers unfamiliar with accounting principles and the
paperwork of military financid transactions, can be a confusng mess of regulations, forms and
deadlines. The MWR advisor, working especidly with the president and treasurer, can help the
committee track funds, write budgets, and alocate money for specific projects and stay within
the regulations. In addition, the MWR advisor is often the only person able to make
transactions on the BOSS account, so they are the de facto treasurer and are necessary for any
function requiring funds.

3. Purchasng materiasis aso confusing with no experience, and an MWR
advisor can give advice and provide experience and contacts to get the committee the most
bang for their bucks. Considering the fact, as stated above, that many MWR advisors are the
only people with access to the BOSS accounts, they play amagjor role in any purchases.

Note: Although the MWR advisor may be the only one with accessto the
BOSS account, this should not mean the BOSS committee abdicates al responsibility for
finances and purchasing to the MWR advisor. The BOSS committee should be involved and
have the find say on how the BOSS funds are used.



Example: The Ft. Hooah BOSS committee wants T-shirtsto give away & the
BOSS Single Soldier Day. Tanner McGee, the Ft. Hooah BOSS MWR advisor, advises the
president and treasurer on how much money is avaladle, if the funds can be used to purchase
the T-shirts, who he has purchased from in the past, and how long it takes to design and receive
the finished T-shirts.

4. Event planning is another areain which an MWR advisor can provide
guidance, especidly if the advisor isin the recreation field already. Past experience and idess as
to what to plan and how to coordinate resources can be very vauable to the BOSS committee
when they plan events, especidly regarding regulations and the various pitfals and complications
that can arise even with Smple events.

Example: The Ft. Hooah BOSS committee decides to sell beer at the Single
Soldier Day. Tanner McGee advises the committee that first and foremost, they need to get
permission from the garrison commander, and even if given gpprovd, they themsalves cannot
purchase and sdll the beer for profit at the event pursuant to post regulations. Instead, he
suggests, the committee could coordinate with the NCO club to provide abeer stand for the
event. Plus, he adds, BOSS should provide additiond security and away of verifying age,
perhaps by using wristbands.

5. Marketing is another areawhere an MWR advisor can provide guidance on
how to do it, where to go and what regulations apply. The MWR advisor might review with the
BOSS committee what avenues there are for getting information out about a program and help
to formulate apublicity plan. The MWR advisor may aso have resources available, such as
accessto acolor printer that the BOSS committee might not have.

Example Tanner McGee suggests to the BOSS commiittee thet they target their
audience for the Single Soldier Day and adjust their publicity plan accordingly. Who areyou
after? Where do they live and what do they read and listen to? On his advice, the BOSS
committee focuses on the soldiersin the barracks and designs flyers and posters to put up in the
barracks and works with PAO to get a press release sent to the three most popular radio
dationsin the area.

6. Adminigrative functions are an area that some soldiers are unfamiliar with as
well, so an MWR advisor’ s guidance can be crucid. Reports, AAR’ sand afiling system are
necessary to maintain a BOSS program and to provide continuity, letters and memaos must be
sent to various people and an MWR advisor can help with al of these through suggestions,
providing examples, editing and advice on content and language.

Example: SGT Lawrence Trelod, the BOSS president of Ft. Hooah, wants to
present sponsors of the Single Soldier Day with certificates of gppreciation for their help.
Tanner McGee, having prepared such certificates before, suggests aformat and language for the
draft and does afina edit before helping the president print the certificates.

7. Liaison. Similar to the senior NCO advisor, the MWR advisor can provide
the BOSS committee with contacts and act as aliaison with other e ements and agencies on and
off post. Sometimes this can be as Smple as suggesting someone to call for a specific issue and
sometimes this entails being an advocate for the BOSS program where soldiers might not
normaly be present.



Example: Tanner McGee brings up the BOSS Single Soldier Day & a DPCA
staff meeting and asks L TC Fred Pike, the Ft. Hooah DPCA, for support in posting flyers and
postersin the various MWR facilities on post. He aso asks the marketing and sponsorship
departments to work on getting some good sponsors for the event, specifically for decent door
prizes and possibly money for buying BOSS T-shirts to give away, and the sports department
for equipment to use for the sporting events for Single Soldier Day. Tanner McGee meets with
the BOSS president and gives her the name and number of afriend of his at the loca college
who teaches music and may know some more loca bands interested in playing at the Single
Soldier Day.

c. Soldier Representative: The soldier representative is redlly the heart of the BOSS
program, though the senior NCO advisor and MWR advisor are essentid for a successful
program. The soldier representative has several basic responsbilities; the most important of
which is being a representative to and for the soldiersin hisunit. Other responsihilitiesinclude
being on sub-committees, taking part in functions and programs, and being a resource for
soldiers and command dike.

1. Representation. Being a BOSS representative is atwo-part task with the
magor god of disseminating information. The soldier representative must represent the soldiers
of hisunit to the BOSS committee as well as representing the BOSS committee to the soldiers
of hisunit. Thismeansthat if the BOSS committee wantsto know if they should plan an event,
the representative should find out if the soldiersin hisunit are interested in such an event and
report the findings back to the BOSS committee. Similarly, if the soldiersin his unit want to see
a specific event, the representative should suggest this to the BOSS committee. Theflip sideis
that if the BOSS committee plans an event, the representative should take the information back
to the soldiers of his unit and atempt to get them involved in the event as volunteers or
attendees. It isaflow of information between the BOSS committee and the soldiers and
command of the unit with the unit representative as the conduit. The unit representative should
be briefing his or her unit command on aregular bass aswell as meeting with the soldiers. In
fact, the BOSS representative should take any opportunities available to tell soldiers about
BOSS events and information, even if on an informa bass.

Example. The Ft. Hooah BOSS committee has discussed planned and
coordinated the Single Soldier Day. During the discussion stage, SPC Bill Pardey and the other
BOSS representatives were asked to find out what sporting events soldiers would want and if
they wanted beer served at the picnic. SPC Pardey held acompany level meeting and asked
for input, receiving amgority of soldiers from his company wanting volleyball, basketbal and
lots of beer, aswell asrequests for varied music during the picnic. Redaying this request
during the next BOSS committee meeting, SPC Pardey voted on the sports to be involved and
the beer issue. He aso suggested getting a DJ for during the picnic before the live concert. The
idea was discussed and accepted.

Now SPC Pardey and the other representatives are given flyers and posters
and asked to take back the information to the units. SPC Pardey holds another company
BOSS meeting and tells the soldiers what, when and where the event will be held. Hedso



briefs the 1SG and commander, makes announcements a formations, and puts flyers and
posters up on the BOSS bulletin board and throughout the soldiers quarters where he lives.

2. Committee Work and Involvement. Being on a sub-committee and taking
an active role in executing events and programs are other ways for representatives to be
involved. Many BOSS committees have sub-committees, both permanent and event-focused,
to delegate the responsibilities of planning and executing the events. Representatives can play a
mgor role in building and maintaining a successful BOSS program by being an active member
of a sub-committee and by volunteering for some task during the actua event or program. Even
if the representative is unable to take on any responshilities for whatever reason, their presence
as an attendee or spectator during the function helps the program because it shows support.

Example: SPC Pardey requested to be on the publicity sub-committee. He
gave input on the design of the flyer for the Single Soldier Day and is part of the digtribution
team that puts flyers and posters out on post. SPC Pardey dso wrote a brief article for the F.
Hooah Tattler, the weekly post newspaper. SPC Pardey aso volunteered to work at the gate
for the event, helping to check identification and issue wristbands to people 21 and over. He
aso plansto help out earlier in the day to set up the stage for the evening concert.

3. BeaResource. Being aresource for soldiers and command is avauable
aspect of being agood BOSS representetive. Thisis not only away to provide help for
soldiers and command, but aso an easy way to boost public image for BOSS. Representatives
tend to be outgoing and knowledgeable, so soldiersin their units often approach them for
information even on non-BOSS related topics. Command may aso request information from
BOSS representatives on various topics. Representatives should familiarize themsel ves with the
post and dl activities, military and civilian, as much as possble so they can & least point
someone in the right direction if not give a direct answer.

Example PVT Adams, anew soldier in SPC Pardey’s company is married
and having financid difficulties. 2L T Ferguson, PVT Adams platoon leader, approaches SPC
Pardey and asks about getting PVT Adams help with his problems. SPC Pardey suggests that
sheand PVT Adamstalk to his squad leader about going to ACS and getting classesin check
writing and money management for himsdf and hiswife.

V. Committee Structure

NOTE: Theterms and structure used here are standardized for the purposes of this
desk reference. Each ingtdlation may have different terms and structures for the BOSS
organization depending on what works for the needs of the ingalation, such as*“council” or
“assembly” or “board”. Committee structure and the terms thereof should al be outlined and
detailed in the ingtalation BOSS standard operating procedures (SOP).

a Eligibility. The BOSS program was designed primarily for single soldiers of al ranks
living in the barracks and they are therefore automaticaly members of the BOSS program.
However, inddlations are free to expand membership to include sngle soldiers living off- post,
single parents, geographica bachelors, and even married soldiers, regardiess of rank. Civilians
may aso be involved if they are sngle and either contract or DOD employees. Membershipin
BOSS does not confer representative status, however, because being a BOSS representative is
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actualy an additiond duty, nor does one have to be a member of BOSS to come to events
because involvement and attendance at most BOSS meetings and events should be open to any
qudified MWR user.

BOSS representatives should be volunteers, should be on orders from their individud
units or from the ingtalation, and should have time dlotted for their BOSS related duties. In
units where there are no volunteers, the unit command should gppoint a soldier as representative
and provide the same benefits and respongbilities as to a volunteer. Minimum periods of
service as arepresentative, such as 6 months or 1 year, may be established, though the period
should be reasonable and take into account the misson and nature of the ingtalation and the
mgority of units on pog.

The ingdlation SOP should clearly state who is authorized to serve on the BOSS
committee, hold an elected position and participate in BOSS events. In fact, it isagood ideato
look at the demographics of the single soldiers on post to see if one group, such assingle
parents, are not represented through BOSS or any other organization.

For example, single parents often fal through the cracks because BOSS isseen asa
grictly single soldier program due to the type of socid activities often hed and unit-leve family
support groups do not typicaly include single parents. Therefore, BOSS can attempt to bring
those single parentsin by involving them as representatives and programming activities that focus
on the unique needs and interests of single parents.

b. Basc Structure. The basic ingalation-level BOSS committee Structure is an
executive board made up of the officers and the committee itself made up of the executive
board and al unit representatives entitled to participate. Each unit will have a BOSS soldier
representative from MSC (Mg or Subordinate Command) level down to company level.

The ingalation SOP should clearly state what the structure and organization of the
BOSS committee is and who may participate in what leve of the committee.

Diagram V..
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|nstallation BOSS Structure

Higher Command

BOSS Committee
MSC to CO Reps

Executive Board MWR Advisor
BOSS Officers

MSC MSC MSC
Representative Representative Representative

Battalion Battalion Battalion
Representatives Representatives Representatives

Company Company Company
Representatives Representatives Representatives

A typicd BOSS committee a alarger ingtdlation may condst of a separate executive
board and ingdlation committee. Medium ingdlations may have an ingdlation committee, but
not a separate executive board. Smdll ingallations may have only one body, the ingdlation
committee, which might only have enough representatives to provide the officers required by the
circular. However, the structures depend on the ingtalation needs and resources, so some
variaion isto be expected.

For example, Ft. Hooah, alarge ingdlation, has 200 BOSS representatives. The
committee structure consists of an executive board of 20 representatives, which meets
separately and regularly, and the entire committee consisting of the members of the executive
board and the rest of the BOSS representatives.

Then thereis Ft. Rock, a medium ingalation, with only 50 BOSS representatives. The
committee structure there is one where the officers may meet when necessary separate from the
entire committee, but there is no separate executive board.

Ft. Hutterkick isasmdl ingalation with only 10 BOSS representetives totd. Most of
the representatives are officers and they only have the ingdlation committee.

c. Officers. Any organization needs officers to function. Officers are elected to take
positions of respongbility and accountability in the organization. The BOSS circular requires
each BOSS program have at a minimum the four primary officers:

1. President
2. Vice Presdent
3. Secretary
4. Treasurer



However, each ingdlation may add more officers to the committee if SO necessary, such
as an Higtorian, a Volunteer Coordinator, or even to divide up basic responsibilities between a
Vice Presdent of Administration and a Vice President of Operations. These are appointed
positions.

Similar to the system of having an dternate for each BOSS representative, the
ingalation may decide to have dternates for certain officers aswell. For example, having two
recording secretaries may be ussful so that notes are dway's taken during meetings even though
the primary secretary may be unable to attend.

d. Executive Board. The BOSS circular requiresthat at a minimum the executive
board will include the four primary officers
1. President
2. Vice Presdent
3. Secretary
4. Treasurer

The executive board may have more than the four primary officers, depending on the
sze and needs of theingtdlation. For example, the executive board for Fort Hooah may consst
of the president and the officers and dl brigade level representatives while the committee would
conss of dl the BOSS representatives on Fort Hooah. Another ingallation may designate an
election system for executive board positions to be voted upon in the committee.

The purpose of the executive board is to coordinate planning, resources and operations
for the regular BOSS functions aswell as specia events beyond what can reasonably be done
by the entire BOSS committee. The executive board may meet separately on aregular basis,
on an as-needed basis or jugt St in the committee meeting, depending on the size of the
committee and the needs of the program.

The concept of having a separate executive board is that the executive board gets the
main planning and decision making done so that it does not get bogged down in committee. The
executive board can mest, discuss, plan and delegate issues and duties for BOSS programs and
then report through sub-committees to the committee. The purpose of the committee then
becomes more of information digtribution than planning and executing programs, unlessthe
executive board decides an issue should go up before the entire committee for discusson and
vote.

The benefits of such a system are readily gpparent when looking a an inddlation with a
total of 200 BOSS representatives. If al 200 were involved in the planning and decision+
making process, nothing would ever get done. With an executive board of 20 brigade and
separate unit representatives meeting to plan and decide, the process becomes more
Streamlined.

Problems exigt with the separate executive board system as well, especidly in that lower
unit level representatives may fed that their only function is to hand out flyers and provide labor.
However, a BOSS president and executive board may avoid this problem by getting lower leve
representatives involved in sub-committees or, in some cases, if the lower leve representative is
more dedicated and shows more interest, “ promoting” them to the executive board over aless
qudified representative.
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e. Tiered Committee Options. At large ingtdlations it may be necessary to establish a
tiered BOSS committee. Within this Structure sub-committees are established at either the
brigade or the battalion level, depending on the needs of the individud ingdlation. Sub-
committees may exis dl the way down to company leve, though thisisredigticaly dependent
upon soldier interest and command support for the success of such lower level sub-committees.

Diagran V.e

Tiered Committee Structure

These sub-committees are not separate from the committee at the ingtalation level, but
may operate independently for some purposes. For example, while a brigade sub-committee
may decide to hold an event just for the Single soldiers of that brigade, the sub-committee may
not set up and retain funds made from the event in a separate account.

This gtructure is used to more eadly conduct meetings and give and receive information
from the soldiers on the inddlation. The ideaisto ad in the communication flow, by funnding
information down more efficiently through smaler meetings at the brigade/battaion or even the
company level where necessary. Minutes from the various sub-committees may be forwarded
to the ingalation committee for record.

When using atiered committee, the sub-committee should mirror the ingdlation
committee in regards to structure as much as possible. Issuesthat are addressed during these
ub-committee meetings that can clearly be resolved at the brigade/battalion level should be
forwarded to the appropriate individual and recorded. Thereis no need for these issuesto be
raised again a the ingdlation meeting unlessit is an inddlation wide issue.

1) OCONUS Committee Structure. The committee structure for BOSS in an OCONUS
setting may be different than stated above due to the nature of some OCONUS
ingdlations. Each Base Support Battalion (BSB) has a BOSS committee with a president
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and officers and the ability to run BSB- level programs. Several Area Support Teams
(AST) have BOSS committees due to their geographic distance from the BSB.
Ultimatdy, it would be difficult to impase one specific type of structure on dl
OCONUS BOSS programs, so each is up to the units involved and the MACOM command to
determine what works best for what Stuation.

f. Sub-Committees. In order to keep the program running smoothly, it may become
necessary to establish sub-committees responsible for specific areas of the BOSS program.
Sub-committees may focus on concrete areas of respongbility, focus on the core components
of the BOSS program, or be of limited duration for a specid event or function.

Diagram V f:

Committee System

Each sub-committee should have a minimum of three members, including one sub-
committee chair that is responsible for coordinating mestings, facilitating discusson, delegating
respongihilities, recording the information and reporting to the committee. The chair may be an
officer or someone from the executive board, though the structure is redlly dependent on the
needs and abilities of the ingdlation committee. Alternates may be gppointed for the position of
ub-committee chair.

Depending on the structure of the ingtdlation BOSS committee, the sub-committee may
report through the sub-committee chair to the executive board or to the BOSS committee itsdlf.
Examples of sub-committees are:

1. Braingorming: This sub-committee is respongble for brainstorming and
developing crestive ideas for programs, events and functions. The sub-committee should
consider such practica issues as timing, resources available and coordination with other
organizations and commeands. Braingtorming should coordinate with the Planning sub-
committee (see below) to present ideas and issues for further development and execution.

2. Planning: Upon receiving ideas and issues from the brainstorming sub-
committee, the planning sub-committee devel ops the idea for presentation to the BOSS
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committee, including specific information on time frame, resources necessary, financid costs and
projected profits, manpower needs and coordination issues. If the BOSS committee votesto
proceed, the planning sub-committee may then continue to formulate the plan by delegeting
duties to other sub-committees and individuas and overseeing progress of the project. The
planning sub-committee may dso take an active role in further development of the project by
coordinating certain areas, such as outside resources for MP and medical support, DPW
support, commercia sponsorship and others.

3. Publicity. This sub-committeeis respongble for the overdl publicity of
BOSS sponsored events. The publicity sub-committee should develop a comprehensive plan to
use al available forms of mediato promote BOSS events and apply appropriate methods to
each event. For example, apublicity plan might include: the weekly post newspaper, the
biweekly post bulletin, the monthly MWR activities magazine, the biweekly BOSS minutes, and
local newspapers for print media; announcements on loca teevison and radio ations, including
ingalation cable services, e-mail; flyers, brochures, posters, and word of mouth. Thetrick isto
find the right way to get the word out on different events because some forms of publicity are
not necessary or are ingfficient depending on the target audience. Another issueto consider is
what kind, if any, of commercid sponsorship BOSS has procured for the event and what type
of dedl isworked.

4. Finance. This sub-committee should be chaired by the treasurer and is
responsible for tracking funds, budgeting and making overal spending recommendations to the
committee. They may work closely with the MWR advisor on financid matters and may take
on purchasing responsbilities, such as seeking vendors, drafting proposals and tracking and
issuing invertory. The finance sub-committee may aso be responsible for developing and
running fund-raisers, though this may be considered under the purview of other sub-committees
such as the planning and events sub-committees.

5. Volunteer. Thissub-committeeis responsible for recruiting, coordinating
and keeping volunteers for various purposes, especidly in the area of community events and
participation. The volunteer sub-committee should work closdly with the ingdlation volunteer
coordinator, if there is one, and develop contactsin other volunteer and community oriented
organizations both on and off post. This sub-committee might aso be responsible for tracking
volunteer hours, forwarding lists of soldiers who should be recognized for their efforts and the
suggested recognition or awards to the BOSS committee, and setting up a volunteer recognition
banquet on aregular basis.

6. Events. This sub-committeeis responsible for the actua operation of an
event or function. The events sub-committee, working perhaps with the volunteer sub-
committee to get bodies and the planning sub-committee to get details on what needsto be
done, coordinates for the physicd setup of the event and the staffing and operation. For
example, the planning sub-committee suggests having security guards and barricades for an
event. The volunteer sub-committee gets ten volunteers for security and the security officer
from the events sub-committee supervises their performance as well as setting up the
barricades.

7. Soldiers Issues. This sub-committee is responsible for working on
ingdlation level qudity of lifeissues The soldiers issues sub-committee may take a complaint
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or issue brought up during the committee meeting, investigate and research the issue, and then
recommend to pursueit or not. If theissueisto be pursued, then the sub-committee determines
the appropriate channels to use, works on the paperwork, tracks the resolution of the issue and
records the entire process.

8. Limited duration/specid events. These types of sub-committees may be
used for specific duties of limited duration or for specid events and should be responsible for
coordinating dl activities with the gppropriate permanent sub-committees and the committee.
For example, the Ft. Hooah BOSS committee votes to have a Single Soldier Day and a Single
Soldier Day sub-committeeis created to work on the project. Another example isthe F.
Hooah post CSM decides to get BOSS involved in deciding the design of the soon to be
renovated dayrooms in the barracks and the BOSS committee creates a Dayrooms sub-
committee to work on the project until they are no longer needed.

9. Core components. Instead of a multitude of sub-committees addressing
different aspects of program operations, the ingdlation may decide to have three main sub-
committees addressing each of the BOSS core components and the various respongbilities that
go adong with each. For example, the recreation and |eisure sub-committee brainstorms, plans
and runs recreation and leisure activities for the committee, and so on. Whilethisisasmplified
sub-committee system and may work well in some cases, each sub-committee will have awide
range of responsihilities and issues to address.

VI. MEETINGS

The BOSS committee conducts amgor portion of regular business through various
meetings. BOSS meetings should be scheduled on aregular basis and planned asfar in
advance as possible. Thiswill alow committee members time to notify their chain of command
and resolve any possible scheduling conflicts. Advanced planning will also asss in scheduling
any ingalation level speakersto attend BOSS meetings.

BOSS meetings may bein various formats. Meetings can be open to the public, closed
committee meetings, event planning meetings or sub-committee meetings. Regardless of the
reason the date, time and location of the meeting needs to be determined, an agenda must be
developed, attendees need to be notified, a method for conducting business should be followed,
an accurate record of the meeting is needed and accountability of those present should be
tracked. (IAW Robert’s Rules of Order)

a Typesof meetings.
The nature of the business to be conducted will asss in determining which form of

meseting is most appropriate. BOSS committees hold meetings to conduct generd business,
digribute information, and plan events.

1. Mestings open to the generd public are conducted when it is necessary to
digribute information to the ingtdlation asawhole. During open mesetings, the BOSS committee
may choose to put out information on such things as their event calendar, ingtallation issues, or
updates regarding the BOSS program as awhole. Public meetings are rardly used to gain
feedback or conducting discussions on issues due to size of the audience.
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2. Committee meetings are attended by BOSS representatives on a regular
basis for the purpose of conducting committee business, discussing issues and determining future
events. These meetings may be closed to the public so that work may get done and opinions or
issues expressed without fear of misunderstanding by someone outside of BOSS.

3. Event planning mesetings are held when necessary to discuss details of
upcoming BOSS events. These meetings may or may not be scheduled aong with the regular
BOSS committee meetings, depending on the structure of the program at your ingtdlation.

4. Sub-committee meetings are held when necessary to discussissues of
particular concern to that sub-committee. BOSS sub-committees should be meeting aminimum
of once a quarter, though sub-committees may meet as often as necessary or aong with a
regular committee meeting.

For example, the Ft. Hooah BOSS committee meets twice per month for atotal
of three hours. The firgt hour is spent in closed sessons with the various sub-committees
meeting and working on their respective areas and preparing reports to the BOSS committee,
The second hour is spent in a closed session with the executive committee, conssting of the
officers and MSC leve representatives, to work on various issues that may arise, event planning
and sub-committee oversght. The third hour is spent in open session with the entire BOSS
committee, congsting of the executive committee and al the BOSS representatives on post, to
put out information on upcoming events, hear reports from the various sub-committees and put
any appropriate issuesto avote.

b. Sdecting meeting date, time and location. There are basicdly two ways of setting
BOSS meetings meeting-by-meeting or by an established schedule.

1. When using the mesting- by-mesting technique, you must be aware of other
activities taking place on the ingdlation. Committee meetings should not be scheduled during
periods of high activity or intensetraining. Prior to scheduling a meeting, ensure thet the date
and time is conducive to the schedule of advisors and other key personnd that will need to
attend. The drawbacks to this method include the fact that every BOSS representative must be
notified of every meeting and schedules compared to alow maximum attendance. This
technique is probably more appropriate for asmall ingalation where the BOSS committee can
work around every representative’ s schedule and it is more important that every representative
attend.

2. When usng an established schedule, you must choose aregular schedule to
hold meetings based on the same types of considerations as above. However, once the meeting
scheduleis set, do not change it except in cases of absolute necessity such asif the meeting fals
on afederd holiday. The advantage of having aregular schedule isthat everyone should know
at least when the meeting will be held and notification will not be as crucid, but the drawback is
that not al representatives will be able to make it to every meeting. Thisis probably more
gopropriate for medium and large ingtdlations where notification of al the representatives would
be difficult and the BOSS committee has enough business on aregular basisto warrant such a
schedule.

3. Thelocation of the BOSS mestings should be convenient to al attendees
and large enough to handle the expected audience. BOSS committees may choose to conduct
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their meetings in the same location on aregular bass. Meetings may dso be held in avariety of
locations alowing soldiers the opportunity to become exposed to various activities on the
ingdlation. Some suggested locations for committee meetings are the ingtalation recregtion
center, post chapd or post theater. 1t may be necessary to reserve these locations for the
purpose of a BOSS meeting. This should be done in writing and forwarded to the appropriate
individuas once the date/time and location has been selected.

For example, the Ft. Hooah BOSS committee meets on thefirst and third
Fridays of every month at 1300-1600 at the Wilkins-Boston Recreation Center. Once a
quarter, the committee meets at the NCO Club on post and has aluncheon or snacks. Onthe
other hand, the Ft. Flutter kick BOSS committee meets at least four times per quarter, but
never on aregular basis because it is easy to coordinate the meeting between the twelve
representatives based on their work schedules.

¢. Planning an agenda. The purpose of the agendais to diagram the order of business
for the meeting based on the meeting objectives. Theindividud chairing the meeting is
responsible for developing an agenda. The use of an agenda will help the BOSS mesting flow
smoothly because the chairperson can control the discussion and focus on getting decisons and
solutions to specific questions rather than having an up-for-grabs discussion.

When deve oping a meeting agenda, the chairperson should attempt to tie together
related subjects for discusson. Agendas should follow a basic structure alowing an opportunity
for sub-committee reports, updates of issues and events, and time to discuss new business.

Sample Agenda L ayout:

1. Greding. Welcome attendees to the meeting and give
overview of the objectives. During the greeting the details of the agenda should be discussed.

2. Rdl Cdl: Unitsin attendance

3. Minutes. Presentation of the minutes from any previous
meetings should be reviewed. Copies of previous meetings minutes should be digtributed at this
time, if not previoudy done.

4. Sub-committee Reports. Sub-committee reports should be
given in order to ensure al committee members are aware of the status of various activities and
events.

5. OldBusness. Old businessis an opportunity to give the committee
astatus on issues and events that may not fall under a particular sub-committee.

6. New Business. New business alows committee members the
opportunity to bring up issues and ideas not currently being worked.
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7. Quedtions and Answers. There should be an dlotted time within
each meeting to dlow attendees to ask questions. Thiswill ad in ensuring that al members
understand the information presented during the meeting and can properly relay that information
to their chain of command and soldiers within their units.

8. Announcements. Announcing upcoming events and activities acts as
areminder to committee members for events that may be sponsored by the BOSS committee
or within the community that may be of interest to Sngle soldiers.

9. Adjournment . The meeting should be adjourned by thanking the
soldiers for coming to the meeting and ending on a pogitive note.

Sample Agenda: AGENDA BOSS COMMITTEE MEETING
MARCH 7, 1999
Greeting
Roll Cdl

Reading of the minutes from BOSS meseting 16 Feb. 1999
Sub-committee Reports

* Community Service Sub-committee
* Single Soldier Day Sub-committee

Old Business
* Update of parking lot dlocations
New Busness

* Speaker - Mr. Kenneth Reesfrom AFEES
* Fal Ideas

Quedtions and Answers
Announcements

* 3/14 ADA will be holding a St. Patrick’s Day car wash Saturday 16 Mar. 99
* Shirt 9zesfor the Easter volunteers are due by 20 Mar. 99

Adjournment
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d. Notifying attendees. Written announcements of meetings to include a copy of the
agenda should be digtributed to al personnd expected to attend. Notification can be done
through the posta system, military distribution or any appropriate established distribution
channds. Flyers, bulletin boards, and news announcements can be used for open mestings.
Notification of attendees should be done as soon as the date, time, location, and agenda are
findized.

For meetings based on aregular schedule, reminders of the next meeting should be
given verbally at the meeting prior and the dates should be written down on either the agenda or
on the minutes if they are digtributed ingtdlation-wide.

With atiered committee system, it is o possible to use the unit chain of command to
get notification out to the representatives through a phone list or memos sent to the highest-leve
representative for each unit.

Sample Natification Memorandum:

MEMORANDUM FOR BOSS COMMITTEE
SUBJECT: BOSS Committee Meeting

1. Therewill be aBOSS committee meeting Thursday 3 Oct. 1999 at 1400 in meeting room 3
of the Wilkins-Boston Recreation Center.

2. If you are unable to attend please notify SPC Bettner (555-1234) as soon as possible.
3. Attached for your review isacopy of the agenda.

4. The POC for the above action is the undersigned.

LAWERENCE J TRELOD
SGT, USA
BOSS Committee President

End
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e. Conducting Business. Robert’s Rules of Order isthe suggested method for
conducting orderly meetings. Each BOSS committee should have a copy of Robert’s and
determine the degree of usage based on the meeting Stuation. Whatever the Stuation, it is
imperative that the chairperson retains control of the meeting to maintain efficiency and effect.

f. Minutes. Minutes are awritten record that should reflect an accurate account of all
activities during the meseting. 1f the committee secretary and dternate are not present at the
mesting, the chair should appoint someone responsible for taking minutes. Minutes can be
taken by hand, but should be typed once findized. Minutes should be concise and to the point
and attention should be paid to the use of proper grammar, military terms, correct spelling and
format. Points of contact are noted for each subject matter addressed to include name,
telephone number, and mailing address.

Once findized, minutes should be forwarded to al atendees and chain of command.
One method of keegping the command informed of BOSS activities isto create amailing list
whereby the BOSS committee can send copies of the minutesto al the unit commands as well
as the attendees. In addition, the minutes should be posted in a public place, such as a unit
BOSS bulletin board, so that soldiers may see them and be informed of BOSS activities.

While the minutes are necessary, they are dso often in adry or unappeding format. For
this reason, the BOSS committee may want to publish an additiond verson of the minutesin a
more exciting or easy to read formet like an ingtdlation BOSS newdetter. Such formats are
available on some word processing programs, such as MS Word Newdetter Wizard. Y our
newdetter would not have to be more than one page, but it will help get the information out.



Sample Minutes:

FTH-BOSS 8 March 1999
MEMORANDUM FOR BOSS COMMITTEE

SUBJECT: BOSS Committee minutes from 7 MAR 99 meeting

1. Meeting was called to order at 1415 by SGT Trelod.

2. Attendance was taken by SPC Bettner. Roster Attached.

3. Sub-committee Reports.

a Community Service Sub-committee. The BOSS Easter Egg Hunt is scheduled for
the Saturday before Easter, 13 APR 99 at 1000 at the Lakestand Park. Dianna Chandler at
Y outh Service estimates an attendance of 100 kids. SGT Lucci needs two individuds to
accompany him Friday afternoon at 1400 to the commissary to pick up eggs. Additiona
volunteers are needed Friday night at the 3/14 ADA dinning facility to assst with dying eggs.
On Saturday 20 volunteers are needed to assist in hiding eggs, registering children, and act as
guides. Anyone planning to volunteer needsto notify SGT Lucci (555-9876; 35th FIN BN).

b. Single Soldier Day will be 9 AUG 99. CPL Brook and SGT Trelod met with CSM
Smith and she expressed her full support. Soldiersinterested in attending Single Soldier Day
will be authorized a 1/2 day. The sub-committeeis planning avariety of sports activities, a
picnic and live band. Mr. McGeeis currently lining up bands for the sub-committee to review.
At the next meeting the sub-committee will present their proposed budget for committee
gpprova. Anyone with suggestions should contact CPL Brook (555-1368; 956 MP Co, Box
239)

4. Old Busness

a Paking Allocations. The Wdl Being BOSS form 2-R has gone through the plans
and operations office. They gpproved our recommendation to limit the number of reserved
parking around barracks and reline parking areas to have smadl car parking. They did not agree
with paving some of the grassy areas around barracks for additiona parking. The issue will be
forwarded to the DCPA.

5. New Business

a Mr. Reesfrom AFEES addressed the committee. He requested input on improving
soldier attendance at the post theater. Mr. Rees stated that attendance at the theater has falen
by 22%. SGT Trelod wants each representative to survey their units and provide him their input
by 14 MAR 96, and then he will prepare committee recommendationsto Mr. Rees.
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b. Fdl Ideas. The committee spent time brainstorming for fal ideas. Committee
representatives will take the suggestions back to their unit and determine the level of interest.
Ideas will be discussed a the next meeting and the fal calendar findized.

(1) BOSS Football Challenge - Co-ed flag footbd| tournament.
(2) Haloween Costume Party

(3) Parents Night Out - BOSS will baby-gt children for anight.
(4) $0.25 Lunch - BOSS provide bag lunches for a quarter

(5 Bowling Tournament

(6) Dating Game

6. Announcements

a The3/14 ADA St. Patrick day car wash is Saturday 16 MAR 99 from 0900- 1600.
Fees are $4.00 for cars, $5.00 for trucks. Individuals wearing green will receive a $2.00
discount. For more information contact SPC Bettner (555-1234; B Co. 3/14 ADA)

b. Shirt 9zesfor those individuds volunteering for the Easter Egg Hunt are dueto SGT
Lucci by 20 MAR 99.

7. The meeting was adjourned at 1620 by SGT Trelod.

LAWERENCE J TRELOD
SGT, USA
BOSS, President
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Sample Ingdlation BOSS “Newdetter”:

HOW NETWORKING WORKS

An excursion to the “Shades of Green”
resort at Walt Disney World in Florida
has become an annual event for the
soldiers of 11l Corps. Though initiated by
Fort Hood, where Il Corps Headquarters
is located, soldiers from other
installations are often invited.
Invitations were extended to Forts
Carson, Riley, Polk and Sill. This year,
soldiers from Fort Carson, Colorado and
Fort Sill, Oklahoma joined others from
Fort Hood on the trip. The power of
networking began to expand and improve
the various programs involved.

In May 1998, SGT Demetrius
Johnson, president of the BOSS Program
at Fort Sill Oklahoma, extended an
invitation to members of the Fort Hood
and Fort Riley BOSS programs to attend
the opening of the Lake EImer Thomas
Recreation Area (LETRA). The visiting
soldiers stayed in the community
activities center, where the Ft Sill BOSS
Headquarters are located. This
invitation prompted a return invitation
for SGT Johnson to visit the annual
Single Soldiers’ Day at Fort Hood.

From these visits and other
discussions, ideas and information have
changed hands and things have begun to
happen on the different installations.

In the June edition of the BOSS
Newsletter, the concept of a “BOSS
Riuidaet Card” was described. Fort Sill

on expanding the Single Soldiers’

Day at his own installation and increasing
involvement of its BOSS representatives
in the program.

CPL Cathy Henry, President of the Fort
Riley BOSS program is working to
implement a training conference for BOSS
representatives in the next fiscal year —
an idea she got from Fort Sill.

The conference, already an event at
Fort Sill, is a one-day training seminar. A
command breakfast with commanders and
BOSS representatives kicks off the
conference in the morning with questions
and answers, tours of facilities and
training take place in the afternoon.
BOSS representatives from the company
level and up participate in the conference,
which focuses on getting the soldiers
involved and teaches them how to be
effective representatives and members of
the team. In addition to this, the Fort
Riley BOSS Program is working to become
a part of the Command Inspection
Program, with the company’s BOSS
representative required to be placed on
additional duty orders.

Networking between BOSS programs

“The BOSS organization has allowed me to release
my creative energies [and] to see a positive,
progressive side of the Army that | did not see
before”

SPC Ibrihim Muhammad - HHC 46th Engineers,
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BOSS Meets MIB

The 1998 Festival of the performing Arts and Recreation Center
Competition had a number of commendable entries this year.
The entry from the home of the Screaming Eagles was
spearheaded by the installation BOSS Program and the results
were outstanding.

More than twenty single soldiers from the Fort Campbell
BOSS program transformed the Dale Wayrynen Community
Recreation Center into an intergalactic space port for May 9 &
10, 1998. The theme of the event was “An Intergalactic Journey
- Adventures of Another Kind.” Setup for the event included
creating a space museum, briefing room - with protection
provided by the “Men in Black”, launch room, scenic room,
space lounge and training room (complete with video games).

Competitions in art, poetry, short stories and costumes all
took place for the younger visitors and all had a space theme.
Winners were given gift certificates from sponsors - Michael’s,
Book a Million, and Toys-r-Us. The major sponsor of the event
was a local auto dealership - Gary Mathews Mitsubishi and the
surrounding community was invited to participate.

In addition to all this, Cumberland Science Museum
provided a portable planetarium for visitors to see. Inside they

1998 WORLD WIDE BOSS CONFERENCE

Start preparing for the 1998 World wide BOSS Conference
now. The conference will be held at the Xerox University
Center in Virginia from September 13-18. Prepare the
attendees that your installation is sending by ensuring they
understand their role as representatives - not only of single
soldiers, but of your installation and the installation’s
command.

There is a phenomenal amount of information to be learned
at the conference by the individuals willing to participate and
provide input into the discussions. This type of forum with
senior leadership provide'g_‘by 'gb_g co__Q_f_erence is unparalleled

2"¢ Armored Cavalry Regiment
JRTC
FORT POLK, Louisana

SGT Jennifer Alexander, President of the
Fort Polk BOSS Program once told me, “If |
can get to just one soldier, then it sworth it.”
WEéll, she seems to be getting to afair more
than just one soldier, and it shows. Since
December, 1997, when she assumed the role
of president, she has made sure the monthly
happenings of the BOSS program are posted
regularly on the Fort Polk web page -
http://Aww. jrtc-polk.army.mil/boss.htm - and
the happenings have been plentiful.

From dances to bowling, singles cruises to
single parent activities, the program stays
very busy and very service oriented. BOSS
provided pizzato soldiers visiting Fort Polk on
aJRTC rotation for a Superbow! party, and
these soldiers weren't even from Fort Polk.

Almost every month, BOSS sponsors a
dance, an activity, or service project. In July,
BOSS sponsored atrip to
Astroworld/Waterworld in Houston Texas.
In August, 30 soldiers are traveling to San
Antonio and lodging is being provided by Fort
Sam Houston - aresult of networking
between ingtallations.

It seems there are changes to this roster each month, either because | (SPC Brown) just seem to thrive off flaunting my
imperfections to the world by making mistakes, or because people continue to change positions. | think it is a bit of both. Keep
calling me, e-mailing me or sending me corrections! | love it. | can be reached at DSN 367-6726 or brownandrew@forscom.army.mil
the more corrections | receive about this list, the more accurate it becomes and the more helpful for everyone else out there. In
conjunction with the DA BOSS Conference in the next few months, many programs are switching presidents, so watch this list for
more changes still. It pays to keep in contact with the various programs and who is working with them.

DSN PREFIX EMAIL ADDRESS

INSTALLATION PRESIDENT PHONE

Fort Bragg, NC SFC Mortimer  (910) 396-7751/1524
Fort Campbell, KY SPC Smiley (502) 798-7858

Fort Carson SPC Dougherty (719) 524-2677

Fort Dix, NJ SGT Holmes (609) 562-2152

Fort Drum, NY CPL Hanson (315) 772-7807

Fort Hood, TX SPC Lesack (254) 287-6116

Fort Irwin, CA SGT Rgda (619) 380-3586

Fort Lewis, WA PFC Anton (206) 967-5636

Fort McCoy, WI SSG Limon (608) 388-7260

Fort McPherson, GA SSG Skinner currently @ ANGOC
Fort Polk, LA SGT Alexander (318) 531-7146

Fort Rilev K< CPl Henrv (785) 229-8147

RRERE

470
357
280
367

856

mortimerve@bragg.army.mil
smileyd@emh2.campbell.army.mil
doughertym@carson-exchl.army.mil
knoblechj @dix-emh6.army.mil
afzs-pa-crd-3@drum-emhd.army.mil
af zfcaboss@hood-emh3.army.mil
ross @irwin.army.mil

none

none
skinnerke@usarc-emh2.army.mil
sheba@dtx.net
af7ncamh@rilev-emh1_armv.mil



g. Attendance. Tracking the attendance of BOSS representatives at meetings provides
the BOSS committee with aforma record of unit participation. BOSS committees need to
develop an appropriate way of tracking attendance. This can be done with various types of
sgr+in rosters, computer databases or officia roll cal. Records of atendance should be
provide to the MWR and senior military advisor via minutes.

Sample Attendance Roster:
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Fort Hooah

B

NAME OF REPRESENTATIVE

3/165TH INF

35TH FIN BN

3/14 ADA

956TH MP CO

HHC, USAG

DISCOM

TAACOM

6/TH MED

3/29TH INF

594TH MAINT

77/TH MI BN

Sample Son-in Roger:
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Fort Hooah

Bos

NAME

UNIT

PHONE
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VIl. Event Planning. While event planning may seem easy, even the smplest event takesa
great ded of coordination and planning and lots of legwork during the event itsdlf for it to be
successful. The more overdl planning you do before the event, the less headaches you will have
during the event. Remember: few, if any, eventswill ever be flawless, s0 take the glitchesin
stride and make the best of the Situation. Also remember: taking chancesis something you

need to do if you want to excel, so don't be overly cautious when planning an event.

a Choosing an event. Events should be chosen based on what the soldiers want at
your inddlation. The BOSS committee should discuss ideas and the various aspects of
proposed events through sub-committees if gpplicable and in sesson if you have no sub-
committees. There are afew factorsto consider when choosing which event to hold:

1. Core Components. Keep the three core components of the BOSS program
in mind when you choose an event, though it may be difficult to plan an event based on the
qudity of life component. Most events alow for a combination of the recreetior/lesure activity
component and the community service and participation component which dlows for alarger
target audience and therefore more participation overal. Be careful not to focus too much on
any one component because such trends are noticed and create an image of your program that
could be undesirable, such asthe BOSS program that is seen asthe “party” program or the
BOSS program that is used as free labor for any community oriented event that comes down
the pike.

2. Taget audience. Y our target audience effects what the event will be, what
your marketing plan will be, and what you can expect for participation and atendance. Take
into account the demographics of your ingdlation and surrounding communities when deciding
on your target audience, such as age, gender and rank, and then plan accordingly. For
example, if Ft. Hooah wants to hold a Single Soldier Day, the focus should obvioudy be on the
angle soldiers, but should they open up the fedtivities for the rest of the community? Would the
activities planned be attractive to both sngle soldiers and civilians? In fact, the activities planned
s0 far include mostly sporting events and apicnic -- in an indalation sngle soldier population of
9000, of which only 15% are femde, will such activities atract many femades? Should the
committee plan some other activities to focus on the interests of the femae sngle soldiers?
These are the kind of questions the committee should be asking when choosing the event to
hold.

3. Timing. Good timing is essentid for a successful event. Oftentimes an event
may “fail” which, if hed at a better time, would be completely successful. Thingsto consder
when deciding the timeframe for an event are the time of year, other ingtalation activities and
training schedules, mgor holidays, and then even just the time of day for the event. The BOSS
committee should have access to an ingdlation training calendar and use it to plan between and
around obstacles. For example, the Ft. Hooah BOSS committee wants to have a Single
Soldier Day in early October, but they redlize thet the ingtalation dready has an Oktoberfest
planned. Therest of the month of October and then November are taken with mgor training
exercises that will involve many single soldiers and then December istoo cold. The BOSS



committee ddlays holding Single Soldier Day until the next spring when thereisabregk in the
training calendar.

4. Location. Smilar to the theory behind redl edtate, location isavery
important factor when planning an event. Once you have determined which core components
apply, the target audience and the timeframe, you must determine your location before you
move on. Where you hold an event can effect who can get to the event, who can find the event,
the resources available for the event and much more. Things to consder when determining the
location of the event are:

a) Your target audience, for example, if you hold an event off post, but
your target audience is single soldiers, some soldiers will be unable to go for lack of
trangportation. Another exampleisif you have an event on aclosed post and you are focusing
on civilian community participation, your audience may have trouble getting on post for the
event.

b) Difficulty of finding the location, for example, if you find the perfect
fadility, but it is out of the way or unrecognizable to someone unfamiliar with the pog, it will
reduce the number of attendees.

¢) Resources available for the event, for example, you don't want to
have a carwash where you don't have easy accessto awater spigot or an Oktoberfest where
you can't have besr.

d) Cod for use of the location, for example, if you want to hold a
BOSS dance, you probably have several options, such asthe NCO Club or arecreation
center. Problem is, at the recreation center, you will not be alowed to have dcoholic beverages
and it isonly open until 2300. However, the recreation center will only charge BOSS $100.00
for use of the facility. The NCO Club, on the other hand, will sdl acohalic beverages, stay
open until 0200 and has an excdlent sound system in place dready, but wantsto charge BOSS
$1000.00 for the use of the facility, aswell as keeping the bar profits and 50% of the door.
Thisis atough decigon and will take viewing the Stuation in light of the goa's and objectives of
the event aswel as dl other options.

b. Sponsorship. Sponsorship should be considered when planning any event, though
sometimes sponsorship may be ingppropriate or smply unavallable. Some ingtdlations may
have a specific person, usudly within the DPCA or DCA, who handles al sponsorship
arangements for the ingdlation. Other ingalations may only have someone who is cgpable of
making the contractua agreements for you, but not any of the legwork to get the ded in the firgt
place. Always dlow sufficient time for the Commercid Sponsorship person to react to your
request. Check with your ingdlation prior to any event planning to ensure you follow loca
regulations. Whatever the situation, the BOSS committee should have some input and choice
regarding @) if sponsorship is necessary or even desired, and b) who the sponsor will be.

Some issues to congder when discussing sponsorship might be: Do you want
commercia sponsorship a al? What could a sponsor give you that you need for the event, i.e,
trophies, T-shirts, door prizes, publicity, food or beverages, or something ese? Will involving
that sponsor help provide a positive image for the BOSS program? For example, isit
appropriate to accept sponsorship from aloca beer digtributor for an event involving children
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from the local community? What resources do you have on post that you can use to the same
ends? Can you work with on post facilities to provide the same materids?

NOTE: It seemsthat on many indalations MWR fecilities regard BOSS as arivd or
competitor for business and clientele. This need not be the case because a cooperative venture
with an on post MWR facility provides the BOSS committee with resources and publicity and
the MWR facility with publicity and business. Therefore, thisis something to work towards, but
not a the expense of the program. If you find it difficult to arrange mutudly beneficid dedswith
on post MWR facilities, work with your MWR advisor and your senior NCO advisor to go
through channels and fix the problem. In atime where money istight and competition fierce for
the patronage of soldiersin generd, having BOSS on your sde isthe smart move for an MWR
adtivity.

Once you decide you want sponsorship for an event, be creative and look for the best
ded for both the sponsor and for the BOSS committee. Usudly commercid sponsors want
access to the military market through publicity, so many opportunities exist to involve a sponsor
inan event. In fact, sponsorship can be for a single event, multiple events, or just an on-going
sponsorship should you find the right sponsor.

For example, Ft. Hooah BOSS is holding sporting events during Single Soldier Day and
gets sponsorship from Jump shots, aloca sporting goods store, in the form of gift certificates,
some sports clothing and trophies to give away as prizes for the various events. In return,
BOSS s digplaying Jump shots banners at dl the sporting event locations, putting the Jump
shotslogo on the flyers for the event and dlowing the store manager to help hand out prizes. F.
Hooah BOSS is dso holding a series of dating game shows on post and gets sponsorship from
P108, alocd radio station, in the form of hats and bumper stickers and free radio spots, for the
entire series. In return, BOSS is putting P108 on dl flyers and announcing the event as being
sponsored by P108. Ft. Hooah BOSS a so has sponsorship from Hoggins, aregiond
supermarket chain, to provide beverages and snacks for dl the BOSS mestings throughout the
fiscal year in return for mentioning Hoggins' during the meetings and in the minutes asthe
SPONSOr.

Work with whoever is the sponsorship contact for the ingtalation and stay within the
regulations. Thisisespecidly important when dedling with touchy areas such as sponsorship
involving dcoholic beverages. Y ou must remember that when the BOSS commiittee isinvolved
in a gponsorship agreement, it is alegdly binding contract and both parties must live up to their
ends of the bargain.

Treat your sponsor well, especidly if you want to work with them again in the future, so
that BOSS gets and maintains a good image for BOSS and your ingdlation in generd in the
loca business community.

c. Event Agenda. Anintegrd part of planning a successful event is developing a
redistic and comprehensive event agenda that will list everything that needs to take place to
make the event happen. The rough draft can begin with the brainstorming sub-committee or
whomever the brainstorming process begins, and develop as the event deve ops through sub-
committee or whatever processis used.
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One suggested method for drafting the agendais the timeline method where a cdendar
ismade that includes al mgor deadlines and planning stages. Backwards planning is useful for
this method because you then outline redigtic time spans for the various stages of the planning
process. Another method is to devel op the concept of the event in awritten outline form, listing
al the key players, all resources and funds needed and the coordination necessary to makeit dl
work. Redidticaly, both of these methods will merge because you should have a calendar of
important milestonesin the event planning process aswell as awritten proposa and description
of the event for publicity, sponsorship and record keeping.

NOTE: Beasredidic as possble when determining deadlines and milestones and
remember that circumstances beyond your control will often change and rearrange the best-laid
plans. It is better to have things lined up way ahead of time because it will give you moretime
and room to react to unexpected complications, which are guaranteed to arise.

Sample Event Agenda #1:

9 AUG 99 -- Single Soldier Day

12 JUL 99 -- Volunteer sub-committee begins recruiting volunteers for Single Soldier Day.

7 JUN 99-- Flanning sub-committee develops list of tasks for set-up, execution and take-down
of event.

24 MAY 99 -- Single Soldier Day sub-committee meeting, Publicity sub-committee arts
implementing publicity plan, Finance sub-committee coordinates with MWR Advisor on
necessary financid transactions.

10 MAY 99 -- Single Soldier Day sub-committee meeting, coordinate with Volunteer,
Publicity, Finance and Planning sub-committees for support and updates.

3MAY 99 -- Submit written requests for logisticd support, i.e., military police, medicd,
electricity, water, sanitation, clean up.

26 APR 99-- Single Soldier Day sub-committee meeting, discuss logigtica needs and write up.
12 APR 99 -- Single Soldier Day sub-committee meeting, findize and write up publicity plan.
29 MAR 99-- Submit written requests for location and garrison commander’ s approva to have
acoholic beverages at event, submit event budget.

22 MAR 99 -- Single Soldier Day sub-committee meeting, work on publicity plan, develop
event budget.

15 MAR 99 -- Submit written proposa requesting sponsorship for trophies, door prizes, food,
non-a cohoalic beverages and promotiond items.

15 MAR 99 -- Present idea to Senior NCO Advisor (CSM Smith).

8 MAR 99 -- Single Soldier Day sub-committee meeting, write up event plan, including al
definite information, work on event budget.

26 FEB 99 -- Present ideato MWR Advisor (Tanner McGee).

23 FEB 99 -- Single Soldier Day sub-committee meeting, discuss basic concept, including
tentative date, times, location, activities, potentia sponsors, publicity plan.

9 FEB 99 -- Braingorming Committee submitted concept, Single Soldier Day sub-committee
formed, and chairperson appointed (CPL Brook).



d. Organizing. Once the event has been chosen, the basic planning has been done and
the event agenda written, it istime to organize for further planning as well as for the operation of
the event. One method is to establish sub-committees as needed based on the event agenda,
such as a security sub-committee, a set-up sub-committee, avending sub-committee, etc.
These sub-committees may be tasked to further develop their part of the plan or they may
samply be tasked to carry out what has already been decided upon. Another method isto use
the permanent sub-committees for further planning and operations, such as the planning sub-
committee working with the publicity sub-committee and the events sub-committee to
coordinate their efforts for the event.

Whileit may not be necessary to have achain of command per se, one strong
suggestion is to determine who will be the point of contact (POC) for each mgor part of the
plan or for the various tasks. For example, SPC Pardey is on the publicity sub-committee and
isthe POC for publicity for one specific event.

e. Record Keeping. Whenever the BOSS committee holds an event or undertakes
some project, records should be kept of the development and operation of the event or project.
The reasons for this are to provide a paper trail of any transactions, provide historical datato be
used if the event will be held again and to provide continuity of knowledge for successorsin the
ingdlation program.

The paper trall isimportant especidly for financid transactions, but isdso useful if
certain issues arise, such as one participant or resource backing out of their commitment for the
event or project.

Higtoricd datais useful if not mandatory smply because the record of the event from
planning through execution can be used asamodd for the next time the same or Smilar event is
planned.

Continuity is necessary for BOSS programs because turnover is so high among the
single soldiers and any gaps in participation can lead to loss of information and experience.
Records of events can help a new BOSS president review options for new events or decisons
to revive old events.

f. Maketing. Thisisan essentia ingredient for holding a successful event. Marketing
encompasses many facets of the planning process, especiadly deding with publicity. Most
ingalations have ether a marketing department or individua and the BOSS committee should
work with that department or individua on developing a marketing plan and working within the
gpplicable regulations.

After determining your target audience and selecting your event, you must focus on how
to reach those potentia attendees or participants and how to attract them to your event. Once
that has been determined, you must select what type of publicity to use and what must be
included with it, such as sponsors, disclamers and logos. After selection of publicity methods,



you need to design atimdine for releasing information on the event, including times for
publication in on and off post publications.

An effective marketing plan will make use of any avallable opportunities redigticaly
useful to hep market an event or project, especidly any of theloca media, both civilian and
military. You will have to work with both your marketing departing and your PAO (Public
Affairs Office) to get information published outside of the post, though opportunities usudly exist
with loca radio stations (both AM and FM), locd cable and broadcast TV dations,
newspapers, magazines, and more.

For more detailed information, go to chapter on Marketing. (Chapter XI1)

g. Financid Accounting. Another very important part of planning an event is
determining how much the event will cost, whether the ingtdlation BOSS program has enough
money for the event, and how to track any funds spent. During the initid planning process, a
rough budget should be developed to give the BOSS committee an idea of the overdl costs for
the event. Asthe event develops, the budget should be updated and afina budget should be
written in time for approva by the BOSS committee and the MWR advisor so any necessary
purchase orders and other financia transactions can be made.

Part of the purpose of the budget is to get an idea, before spending any money and
making any commitments, asto the financia feashility of the event. Reviewing projected costs
and income will dlow the BOSS committee to seeif it is even worth holding the event or how to
modify the event so that it is less damaging to the BOSS account. For example, the BOSS
committee warts to hold an event costing $10,000 with no projected income. However, the
committee dso wants to hold an event that next month that will cost $5,000. With only
$11,000 in the BOSS account, the committee must decide whether the $10,000 event is more
important than the $5,000 event or plan immediatdy for some serious fundraising ectivities if
they want to have both events.

Items to include in the budget would be basic costs, such as:

1. Equipment rentd, i.e., PA system, portable staging, dunking booth, etc.
Services, i.e,, disc jockey, [abor in setting up equipment, etc.
Food and beverages, i.e., hot dogs, hamburgers, soda, condiments, €tc.
Promotiond items, i.e., T-shirts, hats, balloons, key chains, etc.
Publicity, i.e., copies of flyers and posters, costs for advertising, etc.

6. Miscdlaneous, i.e,, film and developing, gas and talls, etc.

The budget may be generd in nature, such as the categories above, or you may use the
General Ledger Accounting Code (GLAC)s for the appropriate categories. For more
information on GLACS, see the chapter on Financid Matters.

The BOSS committee must also keep track of the money spent and made for the
required accounting procedures aswell asfor afinancid statement that can be included with the
AAR for the event. For more detailed information on tracking income and expenses, seethe
chapter on Financid Matters. Care must be taken when dedling with money as to who handles
the cash, who is accountable and al the necessary procedures required by regulation and
ingalation policy. (Chapter XI)
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h. Eventswith Alcoholic Beverages. One areaof event planning, if gpplicable, isthe
use of acoholic beveragesin BOSS events. While Army policy isto deglamorize acohal,
offering the opportunity to drink isa strong incentive at times for soldiers and othersto atend a
BOSS event.

This makes for atough decison sometimes as to whether acohol will be available & the
event. Thingsto keep in mind when congdering adcohal a an event are: 1) who is the target
audience; 2) where isthe event being held; 3) what is the purpose of the event; and 4) can the
BOSS committee stay within the applicable regulations and provide the necessary facilities,
security and safety for the event.

If dcoholic beverages are being offered a a BOSS event, the event must comply with
AR 215-1, Chapter 7, Section |1, Alcoholic Beverages. In addition, if alcoholic beverages are
sold at a BOSS event, soldiers must receive prior agpprova from the designated officid on the
ingalation.

From apracticd point of view, it is unwise for a BOSS committee to be involved in the
actua sale or digtribution of acoholic beverages, but one way of providing acohalic beverages
and developing a good relationship with other on post MWR activitiesis to hold the event a a
facility such as a club, where the soldiers can use the bar run by the club, or to have such a
facility sdl and digtribute the dcohal at the event itsdlf, such asa club or other facility setting up
abeer traler a the event.

i. After Action Reports. After Action Reports (AARS) are avery useful way of
reviewing, critiquing and suggesting changes for each event. In addition, the AAR in the event
file provides a source of continuity for incoming BOSS officersand MWR advisors.  The
AAR isareport that gives the BOSS committee a clear picture of what took place at the event,
from the planning stages to the execution stage. Financid information should aso be included,
such as the event budget, expenses, income and copies of important financia documents. The
report should explain what things might need to be improved upon for asmilar future event and
what things went well and need to remain.

Written AARs can be donein two basic formats: by prepared forms or by
memorandum. An example of aprepared form isin the Appendix. An AAR may be held
through discussion, but it should be reduced to writing in one of the two written formats.
However the AAR iswritten, it should be briefed to the BOSS committee with copies available
to the representatives as well as copies of the AAR being placed in the event or historicd file.
(SAMPLE AAR)

AEUSG-K-KCAC 11 Aug 99
Better Opportunitiesfor Single Soldiers
MEMORANDUM FOR 415" Base Support Battaion, Directorate Community Activities

SUBJECT: After Action Review, Cars are the Stars



. 07-08 Aug 99, The Kaiserdautern Better Opportunities for Single Soldiers (BOSS)
helped sponsor the Cars are the Stars. The event was held on Pulaski barracks. BOSS
worked with the Kaiserdautern Community Activities Center (KCAC) on the event.
The KCAC purchased al the food and BOSS provided the bodies to cook and serve
the food. BOSS and the KCAC signed a memorandum of agreement (MOA) that the
profits from the food being sold would be split 50/50.

. Saturday morning BOSS provided 4 volunteers to help with the preparation of the food.
Throughout the day BOSS provided al the bodies to servefood. The booth was busy
and things ran smooth. Always had to have 2 bodies on the barbecue and 4 bodies
helping to serve the food. One person to give plates and buns, one person to place
hamburger and barbecue chicken, one person for hotdogs, one person to get chips and
drinks. The drink person aso kept an eye on the condiments. They kept them stocked
and told us when the | ettuce, onions, tomatoes needed to be refilled.

. Sunday morning BOSS again provided the bodies to prepare and serve the food. It
went smoothly again. Also BOSS helped with the tear down of al equipment. We
loaded the trucks and hel ped clean up the area.

. The event was an overd| success. The food booth ran smooth with little problems. This
BOSS profited about $1,000. BOSS s very pleased to have worked with the KCAC.
BOSS islooking forward to working more with the KCAC in the future.

. POC for the memorandum is SPC Hagen at 483-8289.

(origind Sgned)

FELICIA M. HAGEN
SPC, USA

415" BSB BOSS President

J. Yearly/Quarterly Caendar. There are two basic types of event planning: short-

range and long-range. Both types of planning are important because the long-range planning
gives the BOSS committee a guide to work with and the short-range planning gives specific
objectives and deadlines to keep events organized and successful.

Short-range planning is exemplified by a quarterly caendar, involving a pace of three

months whichincludes fina preparations for events with more than three months of planning,
preparing for events that take less than three months of planning and spontaneous or opportunity
events where the event becomes available on short notice and the BOSS committee must act
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immediately to hold the event. This quarterly cdendar should be asfixed as possible by thetime
it comes up, being digtilled down from the yearly long-range caendar.

Long-range planning is exemplified by ayearly cdendar, involving planning for events
based on seasons, holidays, training schedules, etc. Thisiswhere the BOSS committee can
review the past year for successful events to repesat, use backwards planning to come up with
redigtic and efficient event agendas, and provide the BOSS program and others with a guide of
BOSS activities for the upcoming year. The yearly cdendar does not need to be set in stone,
but should be planned well enough thet it will trandate into a sable quarterly calendar from
which the BOSS committee can work.

(SAMPLE CALENDARS)

BOSS Events 01:

Jan:

3/10/17/24/31-Kid' s Story Readings at the Library (Community)

20-Hot Shot Basketbal Contest with food sales(CFK) (Recresation/Fundraising)
27-Snobd| Softball/Fight (wish for snow!) (Recrestion)

Feb:

10-Vdentiene s Day Party (Recreetion)

14- Vdentine Bdloon Ddiveriesw/Arts and Crafts (Fundraising)
21-25- Trip to the Black Forest for Faushing (Recreetion)

Mar:
15-Hot Dog Sde in Babenhausen (Fundrasing)
31 -Role Playing Games Weekend (Recregtion)

Apr:

7-8- Magic Card Weekend (Recrestion)
10- Blood Drive(Kdley) (Community)
16-Hot Dog Sde (Kdley) (Fundrasing)

May:

5- BOSS Banquet (Recregtion)

12-FeaMarket w/food sales(Babenhausen) (Fundrasing)
25-28-Trip to Scotland w/ Menwith Hill (Recreetion)
31-Specid Olympics (Community)

Jun:
2-Water Jam(Fundrai ser/Recrestion)
23-Cookout (Babenhausen) (Recrestion)

Jul:



6-8- Trip to Spain (Recrestion)

13-14- Love Parade in Berlin (Recreetion)
27-Snobdl Sde (Fundraising)

Aug:

4-Frankengtine Castle Food sdes (Fundraising)
18- Amusement Park Trip (Recreation)

TBD- Menwith Hill Trip to Germany (Recrestion)

Sept:

30 Aug-3 Sept- Trip to Oktoberfest (Recreation)

15-Operation Pride (Community)

29-Blind Valleybd| at CFK Gym and end of fiscd year party! (Recrestion)

Oct:

5-BOSS Bowling Nights (Thurs thru Mar) (Recreation)
28 -Make a Difference Day (Community)
28-Halloween Party (Recrestion)

Nov:
7-Blood Drive (CFK) (Community)
22-26- Trip to London (Recrestion)

Dec:
3-Kid s Day at the PX (Community)
8- Christmas Party (Recregtion)
15-Barracks Door Decorating Contest (Recrestion)
16-Christmas Market Trip (Recrestion)

*** Al dates, times and event subject to change.

VIII. WELL BEING ISSUES AND CONCERNS

Wil being isamgor concern for dl military members regardiess of maritd saus.
BOSS committees are congtantly confronted with issues that may fal under the arena of Well
being. It isimperative that BOSS committees review issues carefully and make proper
determination as to the best course of action to undertake.

a Wadl being criteria. Though severa issuesthat are presented to the BOSS
committee may be well being issues, the BOSS committee may not be the proper channd to
asurface theissue. BOSS committees should ensure that well being issues meet the following
criteria below accepting them as a BOSS issue:

1. Issuesrepresent concerns of the ingtdlations single soldier rather than afew
individuds.
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2. Issues contribute pogitively to the Army god of readiness and retention of
quaity soldiers.

3. Resolution of the issue isjudged attainable after weighing fisca and
manpower requirements againgt current available resources.

When well being issues do not meet these criteria they should not be accepted as
BOSS issues but determined as chain of command issues and should be handled accordingly.

b. Processng well being issues.

Once an issue has been accepted as awell being issue by the BOSS committee
the issue needs to processed through the appropriate channels.

1. Research. The BOSS committee should research the information received
ontheissue. In severd Stuations the answer to an issue or concern may be discovered with
some research into regulations and ingalation policies.

2. Recommendation. Once proper research has been done into an issue the
BOSS committee must establish a recommendation for the resolution of the Stuation.

3. Documentation. In accordance with the BOSS circular, the instdlation well
being issue form (BOSS Form 2-R) will be used for recording and tracking al BOSS issues
forwarded. Once the form is complete it should be forwarded to the MWR and senior military
advisors of the BOSS program for coordination.

c. Completing BOSS Form 2-R

Block 1 - Issue. Theissue should be stated as one concise statement.
Example Amount of parking around single soldier living areas

Block 2 - Date. Requires the standard military date.

Block 3 - Scope. Within the scope of the issue the scope should define reason
for the action and illudtrate range of the issue.
Example

Block 4 - Recommendation. The recommendetion section alows the committee
the opportunity to present a plan of action for resolve the existing issue. The recommendation
should state what ingtd lations agencies should provide specific assstance.
Example

Block 5 - Action Taken. Under this section the BOSS committee must
document any previous actions taken to get thisissue resolved at the lowest level. Information
provide in this area should be as detailed as possible. Name of individuals that the BOSS
committee has spoken with should be included with position and telephone number.

Block 6 - BOSS President. The BOSS president acts as the installation point
of contact for al BOSS issues.

Block 7 - Ingalation CSM. BOSS well being issue must be coordinated
through the indalation CSM for hisher review.

Block 8 - Externd Coordination. Any coordination needed from externa
elements will be noted and their concurrence or nonoccurrence will be tracked.



information presented and gpprove or disgpprove the recommended action.
Block 10 - Internd Coordination. All parties involved with the BOSS program

Block 9- CG Approva. Theingdlation commander will review al

will have an opportunity to review the issue and the outcome.

Sample BOSS form 2-R:

Boss

Installation Well Being Issue Form

(Read instructions in Army BOSS Circular before completing this form)

e

Serun Awericas Arwr

1. ISSUE:

2. DATE

3. SCOPE:

4. RECOMMENDATION:

5. ACTION TAKEN:

6. BOSS PRESIDENT/PHONE NUMBER:

7. INSTALLATION CSM:

8. MWR ADVISOR:

9. EXTERNAL COORDINATION (IF NECESSARY)

ACTIVITY

CONCUR (Y/N)

INITIALS

DATE

10. DCA

11. 40R USE BY THE CG:
(Approval / Disapproval / Other)




IX. Community Service. Thisdealswith the efforts of BOSS representatives and their recruits
to help there on and off post communities through volunteer work.
a Thisisanintegrad element of agood BOSS program for severd reasons.

1. Community service dlows single soldiers to become involved in their
community, both on and off pogt, thereby giving them an opportunity to get out of the soldiers
guarters and become active.

2. Community service dso dlows single soldiers an opportunity to gain
experience, skills and contacts that can help with future civilian employment.

3. On post community service can save an indalation a greet ded of money,
especidly in times of tightening budgets and diminishing benefits.

4. Community serviceis an honorable and good thing to do.

NOTE: While community service isimportant and should be a mgor focus of every
BOSS program, thisis not to say that the BOSS program is now a source of free labor for any
and every project that arises on an ingdlation.

b. Sdecting Community Service Projects. When deciding in which community service
projects BOSS should be participating, the BOSS committee should discuss:

1. Inwhat type of projects the BOSS committee would like to become
involved and who those projects would benefit, i.e., promoting mentoring programs to help out
disadvantaged youth in the area.

2. Theamount of planning required to support the project, i.e,, andyzeif itis
worth the amount of effort to set up the project versus the amount of good the project will do.

3. Theduration of the project, i.e., isit aone-time dea or an ongoing effort?

4. Logistica needsfor the project, i.e., transportation, food and drink, and any
other needs of the soldiersinvolved in the project.

5. Any costs in supporting, Sponsoring or running the project.

(& If acommunity service project requires the use of BOSS funds, the
BOSS committee mugt firgt coordinate with the MWR advisor and financia management office
to ensure funds may be used to support the proposed event. If authorized, the BOSS
committee must agree on the amount of money that will be used to support the project.

(b) SEED MONEY ISNOT INTENDED TO BE USED FOR SUCH
PROJECTS.

c. Tracking Hours. Volunteer hours should be tracked for soldiers participating in the
BOSS program and BOSS-sponsored events. There are two basic ways to track volunteer
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hours. 1) anindividua timesheet for each soldier and/or 2) an overdl timesheet for each event
or project from which totals can be caculated every quarter for each soldier.

Sample Individud Timeshest:

VOLUNTEER TIMESHEET

Name: Month:
Home Phone: Duty Phone:
Agency: Supervisor:

Please record hoursin fractions of Yaor Y.

Date # of hours Date # of hours Date #of hours
1 11 21
2 . 2 22
3 - 13 - 23
4 14 24
S - 15 — 25
6 - 16 - 26
7 17 27
8 - 18 - 28
9 - 19 - 29
10 20 30
31



Tota hours this month:

Supervisor’s signature;

All volunteers are requested to complete a timesheet each month. Please send a copy to the

Ingdlation VVolunteer Coordinator.

Sample Event Timeshest:

Name

Unit

Phone

Start Time

Finish Time

Total hours




The MWR advisor isthe gpproving officid for volunteer hours for the BOSS program.
When providing volunteer assistance to other programs, the head of the agency or their
designee will be the gpproving officidl.

d. Recognition and Awards. One way to keep people happy and hedlthy as volunteers
isto recognize and reward them for their efforts. Thisisabasic tenet for any volunteer
organization and should be kept in mind for al BOSS functions, not just for community service
projects. Recognition can be as smple as athank you or around of gpplause at the next BOSS
mesting, or it can be as big as an article in the paper or an introduction to the public at the
BOSS event itsdlf. An award can dso be very smple, such asacoin or a certificate of
gppreciation, or it can be as complex as putting someone in for the Outstanding V olunteer
Service Medd.

1. In order to properly recognize and reward an individua, you must first know
what they have done and when they did it. Thisiswhy soldiers are encouraged to obtain letters
or other documents from the organizations in which they volunteered outlining their contributions
and the time spent volunteering; or, if the soldier has only volunteered through BOSS, to obtain
copies of AARs and volunteer timeshests.

2. You must determine what type of recognition and reward would be
gppropriate for the soldier. One way to determine this would be for the BOSS committee to
approve an awards schedule for volunteer work, i.e., after five hoursthe soldier receives a
certificate of gppreciation, after twenty-five hours the soldier receivesacoin, and soon. Such a
schedule can aso take into account the nature of the work performed. For example, asoldier
who organizes and takes responsibility for a service project might be recognized more than a
soldier who smply came and helped out for the duration of the project.

Sample Awards Schedule:

5 hours: Soldier recelves BOSS certificate of appreciation

25 hours: Soldier receives BOSS coin

50 hours: Soldier receives BOSS plaque and T-shirt

100 hours. Soldier receives Inddlation Certificate of Achievement, which issgned by
an O-6 and counts as promotion points.

3. Military awards are sometimes difficult to arrange for volunteers, but with the
proper command support, such awards can be very effective in recognizing and rewarding
outstanding efforts. For example, a soldier might be awarded an AAM for a spot award for




outstanding achievement during one specific event, or an ARCOM might be appropriate for a
BOSS officer for aPCS or ETS award. Usudly the biggest obstacle is figuring out who should
put the soldier in for the award and what chain of command needs to approve the awards
request. Look into requesting the award through the soldier’ s unit or through the garrison
commander’ s office if you have no clear guidance on theissue. The necessary form for
requesting amilitary award isthe DA Form 638-1.

4. The Military Outstanding Volunteer Service Medd (MOV SM) is one unique
military award thet is dill rdatively unknown, though it has been around for a couple of years
now. AR 600-8-22, Military Awards, contains the requirements and ingtructions for the
MOV SM.

5. Oneway in which to recognize soldiers and other individuals or agencies
who contribute to BOSS projects would be to hold aregular awards banquet, perhaps on a
quarterly bas's, where those people could be recognized officidly for their efforts. Another
option is to dedicate a regular BOSS meeting for an awards ceremony. Higher command
should be invited to these awards ceremonies to show support for the volunteers efforts.

e. Suggested Projects. Thereisa multitude of community service projects your
BOSS committee can hold or participate in, but the main ideaisto get sngle soldiersinvolved in
the project. Therefore, choose the project that will draw the most soldiers aswell as that which
will do the most good.

Another suggestion isto set up arelaionship with one or more community oriented
groups or agencies, on and off post, and maintain those ties and regular participation in ther
events and vice versa. For example, the Ft. Hooah BOSS committee has been participating for
the last three years in the Sporkton Police Department’ s Police Athletic League (PAL) program
by recruiting mentors and coaches from among the sngle soldier population.

Some ideas for community service projects.

1. Care packagesto deployed soldiers, i.e., work through ACS or the unit
itself to send useful goods and recreationa supplies to soldiers on deployment.

2. Fun-run with proceeds given to a charity.

3. Veeaans or nurang home visits, or vigting the homebound, especidly
during holidays, such astaking agroup of volunteers caraling.

4 Participation in the Specid Olympics, i.e,, recruit volunteers to help with the
games hdd in your area.

5. BOSS Againgt Drunk Drivers, i.e., organize and run a program focusing on
fighting drunk driving, providing designated drivers and promoting responsible dcohol use.

6. Big BrothersBig Sisters programs, i.e., recruit mentors for children and
promote activities.

7. Habitat for Humanity, i.e., organize volunteers to help build houses for the
needy. (Funding Restrictions)

8. Ingdlation Y outh Programs, i.e., get soldiersinvolved on post as coaches,
referees, chaperones, mentors or just volunteers for on post youth activities such as Little
League baseball or teen dances.



X. TRAINING
1. Thereare many opportunities for ingtalation BOSS program
personnel to obtain training.
- Anannua Army Wide BOSS Conferenceis held each September. CFSC sends
seection information through the respective MACOMs with their dlocations.
Presently EUSA, USAREUR and USARPAC conduct annua Workshops. Contact
your MACOM POC for information.
Severd ingdlation BOSS programs conduct installation workshops, to mention afew:
Ft. Campbell, KY; 100" ASG, Germany; Kaiserdautern, Germany; Ft. Hood, TX.
Contact your BOSS President for information, or to volunteer to assist.
MWR offers programming training & al levels. Contact your MWR Advisor for further
informetion.
The Nationa Recregtion and Parks Association holds annua conferencesin thefal,
with emphasis on programming and partnerships. Contact your locad MWR Advisor for
information. Each ingdlation has an NRPA membership.

2. CFSC conducts implementation and reuvenation workshops annualy,
See guidance below:

CFSC-SRL-B 24 Mar 00

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Better Opportunities for Single Soldiers (BOSS) Conference and Workshop
Guidance

1. The Community and Family Support Center (CFSC) funds and conducts

BOSS implementation and rejuvenation workshops each fiscal year. Ingtallation BOSS
programs receive a one time nonappropriated fund (NAF) grant (seed money) upon completion
of aforma BOSS implementation workshop conducted by CFSC.

2. Inorder to properly budget, MACOMSs are requested to work closely

with ingtdlations to make every effort their support needs are identified. These arethe
procedures to request an implementation or rguvenation workshop and support for a
MACOM conference.

3. Ingalations requesting an implementation or reuvenation workshop
will:

a Coordinate with MACOM to determine dates convenient for staffs
at ingtallation, MACOM and CFSC
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b. Submit memorandum from ingdlation commander (sample a
encl 1)

C. Route request through MACOM
4. MACOM will:

a. Determine need by MACOM priority

b. Endorse and forward to CFSC (sample a encl 2)
5. CFSCwill:

a  Reconfirm dates

b. Authorize funding (actua workshop expenses)

c. Outline requirements (sample a encl 3)

6. After completion of workshop, ingdlation will forward find accounting
of expenditures dong with an after action report to CFSC within 40 days (sample a encl 4).

7. Inddlations completing an implementation workshop must submit

request for seed money after proper procedures have been completed. Based on the size of its
single soldier population, the installation receives funds ranging from $3,000 to $10,000.

8. Torequest support for aMACOM conference, MACOM must:

a Determine support required (i.e. contract spesker, funding to augment MACOM
funds, etc.)

b. Submit estimated cost of requirement to CFSC BOSS Program Manager
c. CFSC will determine feashility of request
d. CFSC daff requested as speakers will be funded by CFSC

9. CFSC staff requested to spesk a ingdlation conferences will be
consdered on a case by case bas's, due to availahility of funding and steff.

10. All requests will be synchronized with the BOSS Master Caendar.
Complete requests will take priority.



11. BOSS Program Manager is Sandy Nordenhold at DSN: 761-7206, COMM: (703) 681-
7206, sandra.nordenhold@cfsc.army.mil

FOR THE COMMANDER:

(original signed 24 Mar 00)
Ends MICHAEL H. WORKMAN
Chief, Sports, Recresation
And Library Branch
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XXXX-XXX (date)

MEMORANDUM THRU Commander (MACOM), attn: (MACOM BOSS
Program Rep)

FOR USACFSC, ATTN: CFSC-SRL-B (BOSS Program Manager), 4700 King
S, Alexandria, VA 22302-4418

SUBJECT: Better Opportunities for Single Soldiers (BOSS) Workshop

1. Thismemorandum isto request a (rejuvendation/implementation) workshop for Fort
XXXXXXX.

2. Theworkshop is scheduled for (dates) at (place).

3. POC thisrequest is (name) at Fort XXXXX a DSN: XXX-XXXX, COM: (XXX)

XXX-XXXX, email: and (name) a (MACOM) at DSN: XXX-XXXX,
COM: (XXX) XXX-XXXX, email:

AXXKAXX XXX XXX
Commander,
Ft. XXX XXXX



End 1
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XXXXX-XX (XXXX-XX/[date]) 1% End
SUBJECT: Better Opportunities for Single Soldiers (BOSS) Workshop

FOR COMMANDER, HQDA, ATTN: CFSC-SRL-B (BOSS Program Manager),
4700 KING ST., ALEXANDRIA, VA 22302-4418
1. Weendorse Ft. XXXXX’s request for a BOSS (rejuvenati on/implementation) workshop.

2. The workshop will (re-energize faling program) (set up non-existent program) (etc.) the
BOSS program for Ft. XXXXX.

3. HQ (MACOM) POC is (name) a (DSN), (Comm.), (Fax), (email).

XXXXXX XXXXX
(MACOM MWR Chief)

End 2
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CFSC-SRL-B

MEMORANDUM THRU Commander, MACOM, ATTN: XXXX-XXX
(MACOM POC), (address)

FOR Commander, (Ft. XXXXXXX), ATTN: XXXXX-XXX, Fort XXXXX
(address)

SUBJECT: Better Opportunities for Single Soldiers (BOSS) Workshop

1. Your request to implement aformal Better Opportunities for Single Soldiers (BOSS)
Programis gpproved. The U.S. Army Community and Family Support Center (USACFSC),
aong with (MACOM), will provide facilitators to conduct the workshop scheduled (dete). The
Fort XXXXXXX Director of Personned and Community Activities (DPCA) is authorized to
spend up to $XXXX on behaf of USACFSC for the BOSS workshop. Authorized
expenditures are limited to the following:

a. Conference Site
b. Recregtiond Activity

2. Thefollowing entries will be made to your Ingtdlation Morde, Wefare and Recreation Fund
(IMWREF) balance shest:

a If the advanceis drawn from USACFSC: Miscellaneous Payable Account 240.

b. If your ingtalation pays for the workshop and requests reimbursement from
USACFSC: Miscelaneous Receivables Account 140.

3. The Fort XXXXXXX BOSS program will forward afind accounting of expendituresto
USACFSC, ATTN: CFSC-SRL-B, The Summit Center,

4700 King St., Alexandria, VA 22302-4418. Finad accounting isdue NLT 40 days after the
event is completed.

4. The number of single soldiers attending the workshop must be limited to 20.  Soldiers
selected should reflect the demographic composition of your sSingle soldier population.
Participants should possess the following:

a Ability to communicate dearly.



b. Willingness to become and stay involved with this project.
c. Aninterest inimproving the quaity of lifefor angle soldiers.
d. A minimum of 9x monthsis remaining on their tour at the ingtalation.

5. Dressfor dl participants during the workshop is casud attire. Soldiers' gppearance,
grooming, and jewdry will be IAW AR 670-1. Duty uniform for the out brief is class B.

6. Itisessntid that the following indtdlation staff members attend and fully participate in the
workshop for the duration of the workshop: Army and Air Force Exchange (AAFES)
representative, commissary officer, public affairs officer and representatives from the
Directorates of Public Works and Logigtics. The DCA personnel required to attend include:
recreation center manager, club manager, marketing and commercia sponsorship manager,
sports director, financid manager and the BOSS point of contact. See sample agenda (at
enclosure 1a) that explains each saff member’ sresponghility. Thisisto familiarize Sngle
soldiers with ingdlation operation and give inddlation saff aview of asngle soldierslife (to
“wak amilein each other’s shoes’).

7. Soldierswill prepare and deliver an out brief on (date), a the workshop site. The following
ingalation personnd should be in attendance: Ingdlation Commander and Command Sergeant
Magor, DPW, DPCA, DOL, and dl interested commanders, sergeants mgjor, and first
sergeants.

8. Withyour support, the BOSS workshop will be a complete success. Enclosed isacopy of
the ingtallation support requirements (encl 2a) and checklist (encl 3a) necessary to conduct the
workshop. Request this checklist be completed and returned to CFSC POC NLT 1 month
prior to workshop.

9. Thepoint of contact for additiond information and coordination at USACFSC is Sandy
Nordenhold, DSN 761-7206 or Comm. (703) 681-7206. (MACOM) is (name), DSN XXX-
XXXXX.

FOR THE COMMANDER:

End MICHAEL H. WORKMAN
Chief, Sports, Recreation
and Library Branch

End 3



SAMPLE REJUVENATION WORKSHOP

DAY ONE

0800HRS OPENING, INTRODUCTIONS, GROUP NORMS, AND
|ICEBREAKERS (CFSC Staff)

0830 HRS WHAT ISBOSS? (COMPONENTS AND PERSONNEL)
(CFSC Staff)

0900 HRS OVERVIEW OF WORK SHOP
(CFSC Staff)

(Ingtalation Staff will brief soldiers and staff on operation of respective activity/organization [on
gte]...include good, bad and ugly.... to give the soldier an understanding of who, what, how, and why.
The BOSS President and hisher council will brief ingalation on therr life, ex. Dining facility and
barracks life)

TRAVEL TO: BRIEFINGSBY:
0915 HRS AAFESMAIN EXCHANGE AAFES Manager
1000 HRS COMMISSARY Commissary Officer
1045 HRS DPW Director
1130 HRS PAO/Marketing Office Public Affairs Officer/Marketing Chief
1215 HRS DINING FACILITY LUNCH (BOSS President)
1300 HRS RECREATION CENTER Rec Ctr Director
1345 HRS NCO/COMMUNITY CLUB Manager
1430 HRS FITNESS CENTER Sports Director
1515 HRS DOL Director
1600 HRS BARRACKS BOSS President

(Walk through room, kitchen
common area, laundry room, €tc)



DAY TWO

0800 HRS

0815 HRS

0915 HRS

0930 HRS

1030 HRS

1100 HRS

1115 HRS

1215 HRS

1330 HRS

1430 HRS

1445 HRS

1800 HRS

1

SAMPLE REJUVENATION WORKSHOP

ADMIN NOTES/ICE Breaker
(CFSC Staff)

COMMUNITY SERVICE BREAKOUTS
(CSFC/IMACOM Staff)

BREAK

WELL BEING BREAKOUTS ISSUES
(CFSC/MACOM Staff)

HOW TO CONDUCT A BOSS MEETING
(CFSC Staff)

BREAK

RECREATION AND LEISURE
(CFSC/MACOM Staff)

LUNCH

Triad Triangle of BOSS
(CFSC Staff)

BREAK

PREPARATION FOR OUTBRIEF OF COMMAND

End l1a

EVENING ACTIVITY (i.e. professona sporting event, dinner theater)

(Planned by BOSS committee, ICW with MWR staff)



2
SAMPLE REJUVENATION WORKSHOP

DAY THREE

0830 HRS DRESS REHERSAL FOR OUTBRIEF

1000 HRS BREAK

1030 HRS OUTBRIEF TO COMMAND STAFF
(BOSS committee)

1130 HRS EVALUATIONS

SUPPORT REQUIREMENTS
To better facilitate the concept of the program, these are the support requirements for the workshop:

1. Workshop site
a. Billeing
Make reservations for CFSC and MACOM <teff to stay in on-pogt billeting or if off
post lodging (must be near ingdlation)
Single rooms
Three nights depending scheduled time of in-brief and out-brief

b. Transportation/tours
- Busor vansto transport soldiers and ingtallation staff to community locations on Day 1
of workshop
Ensure each POC for ingdlation activity/operation is prepared to conduct tour
Obtain authorization for al workshop participants to eat in dining facility at scheduled
time
c. Conference rooms

Two rooms on both days (one 35-40 person, one 11-15 person). On the
second day, the smaler room will only be used in the morning
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Tables and chairs set up in both roomsin a“U” shape or round tables
Tablefor gpeaker in front

d. A/V and Admin support
- Hip chatsw/easds

Video Equipment

Overhead Projector

Computer and admin support

Data Projector

Screen

If Data projector is not available
0 Printer (color, if possble)
0 Transparencies

3-ring, lined notebook paper (approximately 10 sheets each)

e. Socid/recreationd activity
Panned by BOSS committee
MWR will assist with planning
Both soldiers and ingtdlation aff should attend
Encl 2a

SUPPORT CHECK LIST

1. Date of Workshop:
MWR POC:
Phone:

FAX:
Email:

2. BOSS President:

Phone:
FAX:
Emall:
3. In-brief: Date
Time
Place
Attendees:




(name, rank, title)

(name, rank, title)

(name, rank, title)

(name, rank, title)

4. Out-brief: Date
Time
Place

Attendees:

(name, rank, title)

(name, rank, title)

(name, rank, title)

(name, rank, title)

1
5. BOSS Team arriva and departure:

Armivd: (Thisinformation will be provided Date
by CFSC and MACOM staff Time
to MWR POC when in-brief and Place

Departure: out-brief time and dete have Date

been determined) Time
Place
6. Hotd: Name
Address
Phone/Fax
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7. Socidl: What

When
Where
8. AV equipment:
Overhead Screen Video Equipment
Data Projector (Other)
9. Supplies:
FlipchartyEasdls Markers Masking Tape
Pens MWR Packet Writing Paper
(Other)
10. Workshop room set up in U-shape or rounds
Two rooms for day 2 (for break-out sessions)
11. Command Information:
Commander
Command Sergeant Magjor
DCA
2

12. Mailing of workshop materids.
POC

Civilian mailing address

13. Number of gaff attending:

Number of soldiers attending:




XI. FINANCIAL

The financid part of BOSS is probably the hardest and most confusing. Please
rely on your MWR advisor to answer questions or refer you to the financia management office or
resource center. The BOSS president should make an gppointment with your financid office and sit
down and ask them to teach you.

a Seed Money.
Ingtalation BOSS programs receive a one time nonappropriated fund (NAF) grant upon completion of
aformal BOSS implementation workshop conducted by USACFSC or aMACOM. Based on the
size of itssingle soldier population, an ingtalation receives funds $3,000 to 10,000. To receive the
seed money inddlations must submit aforma request for the money aong with the ingtalation BOSS
SOP and 6-month activity caendar. The ingalation will dso provide a summary of how the money
will be used. The seed money is authorized solely for use by the BOSS program.

b. The BOSS program is authorized the use of both nonappropriated and appropriated
funds to support the MWR leisure and recreation component of BOSS. This makes the BOSS
program a CAT B program.
-Appropriated funds are monies made available to the MILDEPs by the congress of the United States.
-Nonappropriated funds are cash and other assets received from sources other than Congressiona
appropriations.
Appropriated funds can be used for such items as purchasing trophies, plaques, etc. Nonappropriated
funds include vehicles, manpower and money. Y ou dways want to use the APF before NAF monies.
APF monies can not be used for resde items. |E: The BOSS program can not make a profit by using
APF.

c. The BOSS committee will prepare an annua APF and NAF BOSS program
budget. Asthe BOSS program is part of MWR, budget preparation will be in accordance with annud
MWR program guidance provided by USACFSC and MACOMs. The BOSS MWR program
advisor will assst the committee in preparing the BOSS budget. Development of the budget should
reflect input provided by the ingtalation committee as well asthe soldiers they are representing. When
preparing the BOSS budget for the next fiscal year, consideration should be given to the BOSS
program for revenue generation during the current year.

d. The BOSS committee will have the fina say on how BOSS funds are used.
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e. Examplesof itemsyou can purchase: (APF or NAF)

APF: Office supplies NAF: Promotiond items
f. Examplesof items you can not purchase: (APF or NAF)
APF: Food NAF:

g Permissve TDY can not be used a the ingdlation leve

Seed Money/Workshops

Severd ingdlaion personnd have inquired about funding for BOSS. The following is an overview of
how seed money was distributed and how funds to support BOSS are obtained.

When the BOSS program was launched in 1989, the U.S. Army Community and Family Support
Center (USACFSC) and mgor Army commands (MACOMSs) conducted implementation workshops
at indallations. These workshops were funded by USACFSC and intended to establish the base line
sructure of BOSS. Mogt ingtallations have completed forma workshops.

Upon completion of the workshop, each newly formed BOSS committee submitted a request through
ther MACOM requesting “ seed money” (also know as grant money) from USACFSC. In their
memorandum, the committee outlined their intended use of the funds. Seed money was intended to be
aonetime gift used primarily for start up costs associated with the program. The amount of seed
money provided to each ingtallation varied based on soldier demographics. However, most received
$10,000, the maximum amount authorized.

To ensure that any unused seed money was not swept into fund equity at the end of the fiscd year,
ingtructions were released informing financia/accounting managers to record seed money as unearned
income, a balance sheet account code. By recording seed money under this general ledger account
code, the funds did not go away at the end of the fisca year but rather, was recorded (on the financid
statement) as the money was spent.

Because the guidance was not released until after some ingtalations had adready received their seed
money, it was rolled into fund equity at the end of the fiscal year. The MACOMSs went back to those
locations and fund equity adjustments were made, restoring the money for indalation BOSS
committees. If you have questions regarding seed money, tak to your financid management chief.

The MACOMs may aso nominate ingtdlations for “reguvenation” workshops. These are USACFSC-
funded workshops which are intended to asss indalation BOSS committees which are undergoing a
ggnificant trangtion or encountering difficulties

Appropriated/Nonappropriated Funds

Today, current guidance authorizes BOSS committees to budget for both appropriated and
nonappropriated fund support. These funds may only be used for recregtion and leisure. To ensure
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proper usage of funds, purchases must be coordinated with your Morae, Welfare, and Recregtion
(MWR) advisor and must be in compliance with AR 215-1 and 2.

Ingtalation personnd will begin preparing FY 02 APF and NAF budgetsin late spring, early summer.
Your MWR advisor must assist with this process. Remember, BOSS financid datais recorded under
department code 9F. BOSS is operationdly a stand aong program but financialy must record
financid information under another program. Typicaly most ingdlation financid managers will record
BOSS under recregtion centers or unit funds. For ingtalations BOSS committees that are in
partnership with the recycling program, department code 9F should be established under recycling.
The Congress requires ingalations to report recycling income separately.

If ingtallation personnd record BOSS revenue and expenses under multiple programs, ask the financia
management divison to provide the complete financia picture which includes afinancid statement for
each program which reports BOSS as a department code and aroll-up which provides an overal
gatus of the BOSS program NAF financia pogtion.

It isimportant to track your income and expenses using the financid tracking form provided in the draft
circular. Thiswill provide the needed check and balance to ensure proper credit of BOSS funds.

If the current status of BOSS funds show a committee has generated more money than it has spent and
projections show funds will be available at the end of the fisca year, seek permission to budget, at
minmum, to the leve of the program’ s projected net income before depreciation at the end of the fisca
year.

XIl.  MARKETING

Marketing is the process of informing installation personal of services and benefits of the BOSS
program. The effectiveness of amarketing campaign contributes to the overall success of aBOSS
program or individud event. The span of amarketing campaign can be much more far reeching than
flyers and posters. Marketing campaigns include al materials and information used to assig in
promoting the BOSS program or event. The medium used to market the BOSS program may vary by
inddlation or individua event. Proper marketing of the BOSS program on an ingdlation will improve
involvement and support.

a Ingdlation Marketing office

The ingalation marketing office is a great resource for the BOSS program. The amount of
assstance offered at individud ingtdlations may vary depending on available resources and personnd.
The services provided by the ingtdlation marketing office may range from assstance in the design and
printing of flyers and postersto providing information on market research conducted on the ingtallation.
An ingdlation marketing office is filled with personnd knowledgegble in the field of marketing.
Marketing office personne may provide creative suggestions on the most effective method the BOSS
program may use to market an event. The experience of the marketing office personnd is no the only
benefit to the BOSS program. Theingalation marketing office often has access to various ingtdlation



resources that the BOSS program may not be aware. Office personnd may aso have knowledge of
community resources and existing relationships with professonasin theindustry. The BOSS
committee is encouraged to utilize the marketing office as a valuable resource.

b. Press Releases

When sponsoring an event the BOSS program should always consider obtaining media
coverage. If apressreleaseisused to produce an article the BOSS committee will benefit from the
increase exposure, which may positively affect support and involvement. The article can aso be used
asahigtorica record of the event which can be incorporated into future briefings. BOSS committees
may utilize the marketing office or PAO to assst in the coordination of press releases to the media for
BOSS events. Press releases prior to an event should be concise. The press release should include
the event, location, brief description, expected audience, and point of contact. Theindalaion
marketing office may dso ad in the digtribution of articles to interna military publications such as post
newspapers, MWR publications and military networks. The external mediais dso an excellent source
for publication. Coordination should be made with the ingtalation marketing office and PAO for
coverage by loca news media.

c. Flyersand Pogters

Generdly programs and events are marketed through the use of some form of print. The use
of flyers and posters provides vishility for an event at areatively low cost. When using flyers and
posters to publicize events the BOSS committee must obtain enough volunteersto didtribute the
information. Committees should adso remove old flyers once the event is complete. Personnel at the
ingalation marketing office may provide the resources necessary for graphic support and illusiration
design enhancing the quality of BOSS flyers and posters. The training support divison is aso another
possible ingtalation source for graphic support for community service projects.

1. Visud Apped. Hyersand pogters should be visudly appeding. The use of color
paper and varying type styleswill ad in the catching the eye of soldiers. The use of graphics on flyers
will aso add to the overdl appeal. Graphics should relate back to the event being promoted.
Graphics should be tasteful and easy to identify. Obscure graphics will only confuse the audience.
Any graphics on flyers should relate back to the event. When designing flyers and poster refrain from
creating abusy or clustered look.

2. Information. Information on flyers and posters should be confined to the pertinent
facts of the event and be as concise as possible. Individuas tend not to read posters that appear to
detailed or wordy. A point of contact for more information to include name, unit, and telephone
number should dways gppear on flyers.

3. Didribution. Pogters should be displayed in highly visible location and where the
target audience is mogt likely to frequent. For example, if the BOSS committee is sponsoring a
Superbowl party, the poster may be display at the gym, barracks day rooms, ingtalation pubs, and
community sportslocations. Where as posters for an Easter Egg hunt would be distributed through the
housing area, at the recrestion center, post chapels and youth care fecilities,

d. Direct Mall.



Direct mail otherwise known as“Junk Mail” campaign are done for large scae events to target
amassve audience quickly and effectively. The benefit to adirect mail champagne is the ability to
reach large numbers of individuds. However, direct mail champagnes may be costlly. Resources for
the developing, design, and digtribution of adirect mailing may be found a the ingtalation marketing
office. BOSS committee should consult their MWR advisor when considering adirect mail campaign
for guidance on ingdlation and community policies.

e. Market Research.

Market research may provide ingghtful information of the individuas stationed and surrounding
an inddlation. Market research information may aid the BOSS program in determining the types of
activities and events enjoyed by soldiers on the ingalation. Thisinformation is then obvioudy vauable
in the planning of a BOSS event cdendar. The research information may aso show the locations
where soldiers frequent. BOSS committees can use this information to determine the best location for
promotiona materias for upcoming events. The marketing office may have resources available to
conduct market research provide vauable demographic information on the soldiers on the ingtdlation
alowing BOSS committees to gain ingght into the type of events that may be more well received. For
example, if the ingdlation has alarge number of single parents the BOSS committee may want to
provide an event, which includes childcare.

XIl.  GAINING FEEDBACK

AsaBOSS committeeiit is very important to gain feedback from the single soldiers on the
ingalation periodicaly. By receiving feedback from soldiers the BOSS committee will have a better
idea asto how the committee is percelved by the soldiers they represent. Through feedback the
BOSS committee can receive vauable information regarding idea and activitiesinterest to soldiers.

a. Conducting Surveys.

Surveying soldiers on the ingtdlation is an excdlent way to receive input into the BOSS
committee. Surveys should be short and concise. BOSS committees should determine the information
they wish to obtain and develop a survey that has questions relating to that pecific area. Surveystha
attempt to obtain too much information on avariety of areas should be avoided.

1. The heading of the survey in generd should contain space for the soldiers age, rank
and possible unit. The amount of information needed in the survey header in based on the objective of
the survey and the use of the information obtained. For example, if the BOSS committee wishesto
conduct asurvey of the various dinning facilities on post it may not be necessary to ask for the sex of
the soldier in the header, but rather if the soldier ison amed card or separate rations. Where asa
survey to determine the desire to have a particular event on the ingtdlation may clarify the audience if
the age and sex isinclude in the header.

2. Survey questions should be structured to give the soldier achoice of answers rather
than open ended questions that require the soldier to write in answers. Open ended questions increase
the difficulty of compiling the survey results. Survey questions should be clear and easy to understand.

3. Digtribution of the survey varies depending on the objective of the particular survey.
Surveys that are a not completed a the time they are received are most likely never going to be



completed. It isrecommended that surveys not be distributed through the postd system. BOSS
committees can conduct surveys during open meetings, during events, by visiting single soldier living
aress, or dinning facilities.

4. Survey results should be compiled as soon as the survey is completed. The results
should be discussed during BOSS meetings and forwarded to the MWR and senior NCO advisor. If
gppropriate results should be publicized.

b. Suggestion Boxes.

BOSS committees can aso gain vauable feedback through suggestion boxes. Suggestion
boxes should bein highly visible place where single soldiers frequent. Suggestion forms should be
placed near the suggestion box. The form should indicate a space for the individua to place for name,
telephone number and addressin case it becomes necessary to contact the soldier later for clarification.
The reason for thisinformation should be stated on the suggestion form.  Suggestion boxes should be
emptied regularly. Comments should be compiled and discussed during committee meetings.

XIV. PRESENTATION SKILLS.

a The ability to give a presentation is a necessary skill for any BOSS representative,
especidly as an officer, because presentations on BOSS are one of the main ways in which information
about BOSS is disseminated.

Unit representatives should be:

1. Briefing their unit command on aregular basis, i.e., the company commander and
first sergeant;

2. Making announcements in formations when appropriate, i.e., right before a PT
formation, tell the company about any upcoming BOSS events,

3. and holding any necessary mesetings on the unit level, i.e., company BOSS meetings
to put out and take back information.

BOSS officers should be:

1. Briefing the ingdlation command on aregular basis, i.e., quarterly meetings with the
indalation commanding generd and command sergeant mgor;

2. Holding ingdlation BOSS mestings,

3. Giving newcomers briefings to incoming soldiers, either a the replacement
detachment or at the units themsalves,

4. Giving newcomers briefings to incoming company commanders and first sergeants;

5. and giving briefings on BOSS to any unit requesting the presentation.

b. Some basic points about doing presentations.

1. Beprepared. When giving abriefing or presentation, forma or informa, the more
prepared you are, the better. Being prepared is a matter of knowing what the presentation is about, to
whom the presentation is directed, the size and composition of your audience, the amount of time you
have and agenerd “fed” for the mood of the audience. Being prepared is also a matter of having the
right type and quantity of materials to supplement the presentation and being properly attired for the
gtuation.



Remember the K.I.S.S. principle: Keep It Smple, Stupid! The most effective
presentations are those that are geared to the audience and present the information in a clear concise
manner.

For example, SPC Pardey istold he will be briefing his brigade senior NCOs next
week on BOSS. He asks and istold the purpose is not agenerd briefing on BOSS, but only a quick
briefing on upcoming events and any outstanding problems with the soldiers’ quarters. Next he asks
and istold the audience will be dl the senior NCOs in hisbrigade, from SFCsto the brigade
Command Sergeant Mgor. Heisthen told he will get about fifteen minutes for the briefing. SPC
Pardey, having given briefings before to various unit commands in his brigade, knows that the overal
sentiment regarding BOSS, while not hodtile, is not friendly ether.

He decides to use some overhead dides to show what events are coming up, hand out
copies of the BOSS minutes and ditribute alist of problems with the soldiers' quarters that the unit
could address. Hisattitude will be straightforward and not overly friendly or joking as he often iswith
the various unit level meetings he holds within the brigade. He will make sure his BDUs are pressed,
boots shined and hair cut before the briefing.

2. Prepare an agendafor the briefing. Even if the presentation is very informd,, it is
wise to have an outline of the points you want to address. If the presentation is forma and extensive,
you may want to distribute copies of the agenda to your audience so that they may follow aong asyou
brief them. Do your best to stick to your agenda so that you get your message or points across, but be
ready to adapt because no agendais ever perfect and very few crowds ever alow you to stick to your
agenda exactly.

3. Practice your presentation. Before you make your presentation, practiceit. If itis
aninformd easy presentation, you may just want to review your questions and points before you go in,
but for aforma complex presentation, you may want to get some friends or co-workersinvolved to
act asthe audience and run through the full presentation with materials and props.

When practicing, work on keeping your voice clear and at the gppropriate volume for
the venue and audience. For example, when in alarge auditorium with no PA system, you will
practicaly need to shout, whereas when you are briefing in asmall room around atable, anorma
conversationd tonewill beright. Mot of thisis common sense, but practicing hdps keep it dl in mind
and reduces nervousness about presenting.

One thing people tend to do when they get nervousisto talk faster, perhapsto get the
presentation finished in lesstime. However, the fagter you talk, the tougher it will be for the audience
to follow your train of thought. Thisis another areawhere practicing may help you rdax and focus on
presenting in a clear and concise manner.

4. Alwaysarive early. Punctudity isagood quaity for any purpose, but when giving
apresentation, it isgood to get there alittle early because it gives you the opportunity to scout the
terrain if you are unfamiliar with the venue, get an idea of the audience asthey are arriving or whet they
arelikeif you are merely onein a series of presenters, and lets you have plenty of time for preparation.

5. Address your audience. Welcome and thank your audience for being able to be
there, if it is gppropriate, and specificaly recognize and thank any VIPsin attendance for the
presentation.

For example, Ft. Hooah is having an indalation level BOSS workshop and MG
Horace Balley, the ingtdlation Commanding Generd, and CSM Loretta Smith, the ingalation
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Command Sergeant Mgjor, are in attendance for the opening remarks. SGT Trelod, the BOSS
president, opens his remarks by thanking al the attendees for coming and then recognizes and thanks
MG Bailey and CSM Smith for taking time out of their busy schedules to come and show their support
for the Ft. Hooah BOSS program.

In adifferent scenario, however, such remarks might not be appropriate, such aswhen
SGT Treod is giving aten minute briefing to incoming soldiers at the replacement detachment at Ft.
Hooah. There he might amply remark that he is glad that they, the new soldiers, have cometo Ft.
Hooah and as BOSS president, he is pleased to be able to brief them.

6. Motivate your audience. Few things are worse than Sitting through a boring
presentation, especialy when that presentation is on atopic that should get you interested and excited.
There are many tactics you can use to get your audience' s atention and keep them listening and
involved depending on the Situation and what type of presentation you are making.

a) One of the most effective methods to keep audience interest isto get the
audienceinvolved. Ask questions and listen to the answers, incorporating them into the presentation to
make points, or ask for a show of hands of people interested in something you are addressing. Don't
stand at the podium and speak, walk around the audience and look at the people to whom you are
gpesking. If you have given handouts to the audience, refer to those handouts throughout the
presentation so that the audience looks at them, thereby hearing your voice and reading the handout
and recaiving the information twice.

For example, PFC Water Chang, the Ft. Hooah BOSS Vice President, is
giving anewcomer’s briefing a the replacement detachment. To begin with, he asks how many single
soldiers are in the audience. Then he may ask if anyone has heard of BOSS before and what it stands
for. He usesthe answersin explaining what BOSS is and what the Ft. Hooah BOSS program does,
and then asksif any of the soldiers enjoy different sporting events, such as basketbal and bowling.
PFC Chang then explains that the BOSS program holds severd different sporting events every year
and how that is one way of working on the core components of the BOSS program.

b) Humor is aso effective because it bregks the ice, gets the audience
comfortable and gives you something light to contrast againgt seriousissues if they are discussed. This
isatactic that can backfire, however, depending on both you and the audience. If you get up there
and use ingppropriate or vulgar humor, you can lose the respect of your audience. Similarly, if you get
up there and the only thing you do is clown around, the audience may not take your presentation
serioudy. In addition, if the audience you are addressing is obvioudy not in the mood for humor or one
where humor would be inappropriate, an attempt a humor can also lose thelr attention and respect.
While humor can be very effective, be careful how you useiit.

¢) Using buzzwords and catchphrasesis a useful tactic as well, though again,
you must be careful. For example, if addressing a group of soldiers from an airborne unit, you might
throw in an occasiond “Airborne!”, especidly if you are arborne qudified yoursdf, but it would not be
appropriate for anon-airborne unit. Another example would be using “Hooah!” when addressing a
group of soldiers, but not when addressing the Officer’s Wives Club. Siang words or phrases may be
useful aswell, again depending on the audience.

d) Vay your speaking voice throughout the presentation. Avoid spesking in a
monotone or like acarniva barker and focus on maintaining a conversation with your audience. Also
be conscious of your body language and using your hands when spesking. If you hang on the podium,



it shows nervousness, if you pace around too much, it is distracting for the audience. Smilaly, if you
use your hands too much when you spesk, it is aso distracting because the audience looks at your
hands ingtead of listening to your voice. Appropriate use of movement and hands during your
presentation is very effective, just be aware of what you are doing.

€) Perhaps the most important method of keeping your audience interested is
making an organized, clear and gppropriate presentation to your audience. If you are giving a briefing
on BOSS to an audience unknowledgeable on the topic, too much detailed information may lose or
annoy your audience, just asif you gave an overly amplified briefing to an audience familiar with the
BOSS program and its workings. Looking and sounding organized, even if you don't redly fed
organized, gives your presentation a professiond fed that will keep the respect of the audience, just as
will keeping the presentation clear and focused rather than going out on tangents.

7. Using audio-visud adsis very useful when making presentations, but they must be
appropriate for the audience. Overkill on A-V can detract severely from the presentation because the
audience can quickly get bored or confused while you are switching back and forth between the
various media

Some different types of audio-visud adsincude

a) Overhead dides the favored method for presentations in the Army.
Overheads can be very effective, but they are most effective when they are clear and concise, not
cluttered with extraneous graphics and the text displayed in an easy to read bullet format. The
overhead dides on plagtic transparencies are giving way to computer generated overhead projections,
which alow for more crestivity and a cleaner presentation but aso invite further clutter and fanciness.

b) Video: very effectiveif the equipment is adequate for the venue and the
audience. VCRs and monitors are typicaly what are used to show videos for presentations, though
sometimes they are ineffective for large crowds. Video projection can be the best way to go because
it puts the video on abig screen in front of the whole audience, though video projection is not available
everywhere and may be too much for asmal group.

¢) Hipcharts: good for work in asmall to medium size group, especidly if the
purpose of the presentation isto get feedback or answers from the group. Whoever is the scribe for
the presentation should be able to write quickly and clearly.

d) 35mm Slides: good for afixed presentation, though it takesawhile to
prepare if any graphics areincluded. Remember to put the didesin the carousd properly! (Y ou may
wind up with your pictures and graphics upside-down and backwards.)

€) Props useful if you need to demongtrate something or use it as an exhibit,
such as a piece of carpeting regarding the topic of barracks renovation. Props are also often used for
humor as sght-gags, i.e., the rubber chicken.

c. Other useful tips:

1. When making a presentation with more than one spesker, make sure you do not
interrupt, contradict or step on each other during the presentation. 'Y ou need to present a team effort
to your audience -- otherwisg, it looks as though you and your co-speakers are disorganized and your
presentation loses effect.

2. Don't be afraid of making presentations to high ranking individuas -- the highest
ranking person in the entire military is a person, just like you, and most will understand if you are
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nervous or make mistakes. Remember: if you have been asked to speak to them, they want to hear
what you have to say.

Not to overdiress the point, but the K.I.S.S. principle is something you should live by. Avoid over
explaining or under explaining the materia in your presentation. Part of thisis being properly prepared
for the gtuation, i.e., knowing whom your audience is and what exactly you want to get across to them.

XX. GENERAL INFORMATION
a Getting and keeping the Chain of command support.
Need to educate CoC on the BOSS program. Clearing up the misunderstandings on BOSS.

Develop aworking reationship with soldiers and Chain of Command.

b. Whereto go for help:
Army Community Service (ACS), Army Emergency Rdief (AER), AAFES, Commissary.

c. How to order merchandise.

Contact a vendor |E: Carolina Specidties, McGraphix. Have them send you a catalogue and
get with your MWR advisor and they will be able to explain what items you can purchase.
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XXI. CIP
“SAMPLE”

BOSS CHECKLIST (INSTALLATION)

Proponent Agency is BASOPS

UNIT INSPECTED: DATE:
UNIT REPRESENTATIVE: PHONE:
EVALUATOR: PHONE:
UNIT RATING:

Rating Criteria:

(Items identified by the asterisk(*) on this checklist are considered critical during this evaluation.)

0 COMMENDABLE - All areas checked "YES", indications of efforts above and beyond the
minimum required. No on-the-spot corrections.

0 SATISFACTORY - One area checked "NO", no recurring deficiencies.

0 MARGINAL SATISFACTORY - Two areas checked "NO", no findings indicating serious
systemic problems or negligence.

0 UNSATISFACTORY - Three or more critical items checked "NO". One or more recurring critical
deficiencies from previous inspection. Evidence of serious systemic problems or negligence.

NOTE: Evaluators using this checklist are encouraged to note areas not specifically covered but which
may need future attention. Such notes will not be used as a basis for determining the unit rating.

BOSS PROGRAM

YES NO NA

1. Isthe BOSS office adequate, nest, clean, and furnished consistent with available facilities?

2. Arethere sufficient signs throughout to identify the location of the BOSS office?

3. Isthe BOSS office centraly located and convenient for the mgority of personnd?
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INSTALLATION COMMANDER'SRESPONSIBILITIES

YES NO NA

4. Does the ingdlation have an enlisted BOSS coordinator position?

5. Did the Installation Commander appoint a MWR program advisor to assst single soldiers with BOSS
program operations and training?

6. Did the Ingtallation Commander appoint someone (Installation BOSS President) to develop and publish
standing operating procedures for the installation BOSS program to include designated meeting space?

7. Does the Installation Commander ensure education and training on the BOSS program is given to
military and civilian leadership?

8. Does the Installation Commander ensure that a BOSS committee meets on a monthly basis?

9. Does the Installation Commander monitor or resolve single soldier issues?

10. Does the Ingtalation Commander forward all issues that cannot be resolved to higher headquarters?

11. Does the Installation Commander provide feedback to single soldiers on status of issues forwarded to
higher headquarters?

12. Does the Ingtalation Commander send an ingtalation headquarters command representative to meet
with the BOSS committee on a quarterly basis regarding the overall status of the program?

13. Does the Ingtdlation Commander provide a single soldier representative to Sit on installation
committees such as AAFES committee and the installation MWR committees?

14. Does the Installation Commander review the minutes from the BOSS meeting?

INSTALLATION COMMAND SERGEANT MAJOR RESPONSIBILITIES

YES NO NA

15. Does the CSM develop methods for single soldiers to surface issues?
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16. Did the CSM establish unit BOSS committees if appropriate?

17. Does the CSM provide time for single soldiers to attend meetings?

18. Does the CSM ensure single soldiers are informed about BOSS related activities?

INSTALLATION BOSSCOMMITTEE

YES NO NA

(INSTALLATION BOSS PRESIDENT)

19. Does the BOSS President ensure arecord of all single soldier issues are maintained, tracked, and
reported?

20. Does the BOSS President plan, preside over, and facilitate ingtalation level BOSS mestings?

21. Does the BOSS President ensure the meeting minutes, with attendance figures, are prepared and
forwarded to the installation commander for gpproval ?

22. Does the BOSS President ensure an installation ledger of BOSS program revenue and expensesis
maintained?

23. Does the BOSS President supervise adl installation BOSS sub-committees?

24. Does the BOSS President provide information about and education of the BOSS program as
requested?

25. Does the BOSS President report issues, concerns or specia requests to the installation commander
through ingtallation CSM?

(INSTALLATION BOSS VICE PRESIDENT) YES NO NA

26. Does the BOSS Vice President assume the duties of the president in his or her absence?

(INSTALLATION BOSS SECRETARY) YES NO NA

27. Does the BOSS Secretary assume the duties of the president or vice president in their absence?

28. Does the BOSS Secretary record and prepare minutes of BOSS committee meetings?
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(INSTALLATION BOSS TREASURER) YES NO NA

29. Does the BOSS Treasurer maintain and verify the financial condition with MWR program manager?

30. Does the BOSS Treasurer prepare and render financial reports at meetings, as needed?

31. Isthe BOSS Treasurer responsible for cash controls at al events where money is involved?

BOSSPUBLICITY YES NO NA

32. Isthe BOSS program included as part of the newcomer orientation?

33. Are BOSS posters and displays featured at al locations frequented by enlisted personnel ?

34. Does the command publicize the BOSS program and BOSS related activities?

ADMINISTRATION YES NO NA

ADMINISTRATION YES NO NA

35. Does the BOSS representative have the required regulations on hand?

36. Does the BOSS representative maintain a file system IAW Marks?

37. Does the BOSS program have an annua budget on file IAW 608-97-19

REMARKS

BOSS CHECKLIST (BRIGADE/ BATTALION/IINIT)

Proponent Agency is BASOPS

UNIT INSPECTED: DATE:
UNIT REPRESENTATIVE: PHONE:
EVALUATOR: PHONE:

UNIT RATING:
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Rating Criteria:

(itemsidentified by the asterisk(*) on this checklist are considered critical during this evaluation.)

0 COMMENDABLE - All areas checked "YES', indications of efforts above and beyond the
minimum required. No on-the-spot corrections.

0 SATISFACTORY - One area checked "NO", no recurring deficiencies.

0 MARGINAL SATISFACTORY - Two areas checked "NO", no findings indicating serious
systemic problems or negligence.

0 UNSATISFACTORY - Three or more critical items checked "NO". One or more recurring critical
deficiencies from previous inspection. Evidence of serious systemic problems or negligence.

NOTE: Evaluators using this checklist are encouraged to note areas not specificaly covered but which
may need future attention. Such notes will not be used as a basis for determining the unit rating.

BOSS PROGRAM

YES NO NA

1. Isthe BOSS office adequate, nest, clean, and furnished consistent with available facilities?

2. Are there sufficient signs throughout to identify the location of the BOSS office?

3. Isthe BOSS office centrally located and convenient for the mgority of personnel?

SELECTION, ASSIGNMENT, UTILIZATION YES NO NA

OF BOSS REPRESENTATIVES

4. Does the command have a BOSS representative appointed in writing?

5. Does the command have an dternate BOSS representative appointed in writing?

6. Does the command have a BOSS committee?

7. Does the command provide adequate time for single soldiers to attend meetings?
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8. Does the BOSS representative attend all scheduled meetings?

BOSSPUBLICITY YES NO NA

9. Has the brigade/battalion CSM and unit | SG educated, informed, and ensured the NCO support
channel supports the BOSS program?

10. Isthe BOSS program included as part of the newcomer orientation?

11. Are BOSS posters and displays featured at al |ocations frequented by enlisted personnel?

YES NO NA

12. Does the command publicize the BOSS program and BOSS related activities?

ADMINISTRATION YES NO NA

13. Does the BOSS representative have the required regulations on hand?

14. Does the BOSS representative maintain afile system IAW Marks?

15. Has the command established a BOSS SOP?

REMARKS
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